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ABSTRACT 

Chapter 1 of this manual for school di strict 
officials, board memloers, and students of school administration 
introduces educational programs, expenditures, and revenues as the 
three ba^sic considerations of budget making. While chapter 2 
discusses major aspects of the general fund budget (resources 
availabale to finance the school district's educational and support 
programs), chapter 3 outli^nes the duties of the district business 
official, who may function either as an administrator in his own 
right or as an advisor in maintaining budgetary control. Chapter 4 
details the budgeting of various special funds not covered under the 
general fund, including adult education and deferred maintenance. 
Chapters 5-7 cover long-range budget planning, communication ^of 
budget information to the community at large, and district budget 
evaluation. Interspersed throughout the manual are 26 figures, 
including a sample district budget calendar, expenditure reports, and 
work sheets for projecting salaries, fringe benefits, and indome. 
(JBM) 
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Preface 

Our society demands the highest quality and most diversified educational offerings that 
can be made available, consistent with the funds provided from federal, state, and local 
sources Providing quality educational programs of a diversified nature is very expensive, 
especially in these times. Therefore, it is essential that school officials use the best possible 
management techniques in providing quality programs that meet the educdtional needs of 

^^TheTdministration of the School District Budget was first published in 1959 to help school 
officials develop budgets in response to the wishes of their communities. The manual has 
been revised several times since then. ... . , • 

Publishing this edition of the school business administration publication culminates a 
two-year effort on the part of the Budget Committee of the California Association of School 
Business Officials in cooperation with officials in the Department of Education. It is the 
result of the dedicated effort on the part of the committee to bring into focus not only the 
nature of the budget as a fiscal instrument of control but also the need for the involvement ot 
community and school j-esources as the district pursues the goal of practicing effective school 
management. We are grateful to the members of the committee, whose names appear else- 
where in this publication, for their efforts. 

We recommend that this manual be on the reading list of all school district officials, school 
district governing board members, and students of school administration. 

GILBERT R. MARGUTH. JR. ^Z^'I^naSZ 
Deputy Supenntendem for g^^^^^ 
Administration 
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Chapter I 

Introducing the School District Budget 



The school district budget is an expression in dol- 
lars and cents of the educational program. The bud- 
get, which is an estimate of proposed expenditures 
and revenues for a stated period of time and for stated 
purposes, can serve many important functions, includ- 
ing the following: 

1. Describes the planned district educational pro- 
gram, including all support services 

2. Outlines fiscal controls that the governing board 
of the district will employ in discharging its 
responsibility for district expenditures 

3. Informs the public of the educational program 
and the funds needed for program operation 

4. Makes available to the governing board, the 
staff, and the community information that deter- 
mines the resources needed to support the educa- 
tional program 

Responsibility for the Budget 

The governing board of the school district has the 
responsibility for meeting all legal requirements per- 
taining to the development and adoption of the dis- 
trict's budget. The aboard should, therefore, have a 
detailed plan for meeting this responsibility. The 
budget plan should include (1) a comprehensive state- 
ment of the board's policy on all matters relating to 
the budget; (2) a designation of the official assigned 
the major responsibility for compiling the budget; and 
(3) a detailed calendar for accomplishing the required 
work. The plan should be reproduced and made avail- 
able to members of the staff who assist in budget prep- 
aration so that they may proceed in doing the work 
assigned to them. Because it is a public document, the 
plan should be available to all interested parties. 

Basic Legal Requirements 

Basic legal requirements that must be observed in 
preparing and adopting a budget are as follows: 
1. On or before July 1, the district shall file with the 
county superintendent of schools a tentative 
budget signed by the clerk or secretary of the 
' school district's governing board or its designee 
and shall indicate the date, time, and location of 



the public hearing required by Education Code 
sections 42127(a) and 42127(a)(1). 

2. On or before August 1, the county supenntendent: 

a. Shall examine and make technical correc- 
tions to the tentative budget 

b. Shall make recommendations to ensure that 
the^udgctjsjrealistic^ 

c. May accept changes in the date, time, and 
location of the public hearing required by 
Education Code Section 42127(b)(l— 4) 

3. The county superintendent ^r the county auditor 
shall compute the actual amounts to be levied on 
the district's property tax roll. Each district shall 
provide all data needed by tht county superin- 
tendent or county auditor. The county superin- 
tendent shall transmit the computed amount on 
or before August 15 to the county auditor. On or 
before September 1, the county auditor shall 
submit the calculated rate to the board of super- 
visors for adoption (Education Code Section 
42l27[c]). ^ ^, . 

4. The proposed budget shall be made available by 
the district for public inspection during the last 
week in August (Education Code Section 42103). 

5. Notification of the dates and locations where the 
public may inspect the budget and the date, time, 
and location of the public hearing shall be pub- 
lished by the county superintendent of schools at 
least three days prior to the last week in August 
in a newspaper of general circulation in the dis- 
trict (Education CodejSection 42103). 

6. The governing board «1iall hold a public hearing 
on the proposed budget prior to the end of the 
first week of September. The final budget shall 
not be adopted until the public hearing has been 
held (Education Code Section 42103). 

7. On or before September 7, the governing board 
shall adopt a final budget and shall file such 
budget with the county superintendent of schools 
(Education Code Section 42127[d]). 

8. On or before September 15, the governing board 
of each school district shall prepare for public 
inspection a statement of the previous year's 
receipts and expenditures and an estimate of the 
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current year total expense (Education Code Sec- 
tion 42100). 

9. The county superintendent shall approve each 
school district's budget as officially adopted and 
submitted by the district's governing board. On 
or before September 15, the county superinten- 
dent shall file one copy of the adopted budget 
with the county board of supervisors, one copy 
with the county auditor, and one copy with the 
Superintendent of Public Instruction (Education 
Code Section 42127[e]). 

Note: Districts not requiring all or a portion of the 
property tax levied for making principal and interest 
payments on general obligation bonds or other in- 
debtedness should pay particular attention to Educa- 
tion Code Section 42127(a)(2). 

The major emphasis of the foregoing has been on 
legal responsibilities of the district governing board, 
county superintendent of sch|ools, and other county 
officers in meeting deadlines ^nd in preparing, exam- 
ining, and approving the school district budget. In 
addition to meeting the legal requirements, the district 
governing board retains the responsibility for budget 
preparation, establishment c|if policies on which the 
budget is based, and collection a^d organization of 
budgetary data. It also works with various groups in 
developing the budget, studies estimated revenues and 
expenditures, and takes into account the district's 
experience and planning during- the preceding years. 

Development of a Budget 

The three basic considerations in budget planning 
are (1) educational program and support services; (2) 
expenditures necessary to support the recommended 
program; and (^)sources of revenues required. Each 
of these consideratttmsnnuat be interrelated parts of a 
total plan. 

Educational Program and Support Services 

Each school district has the responsibility for main- 
taining (1) an elducational prograr^hat meets the 
standards set by law; (2) such additional programs as 
are desired to meet educational needsV and (3) any 
services needed to support the educatiol^al program. 

Expenditures 

The planned program of education must be ana- 
lyzed to accommodate the number of students who 
will participate. This analysis will assist the district in 
determining the required costs of sTaff, supplies. 



equipment, and facilities. In any analysis of any pro- 
gram to be offered, answers should be sought for 
questions such as the following: 

How many students will be enrolled? 

What staffing (salaries and benefits) will be needed? 

1. Certificated 

2. Classified 

3. Other 

What materials will be needed? 

1. Books 

2. Supplies 

' 3. Instructional media 

4. Replacement of equipment 

What support services will be needed? 

1. Instructional— administration 

2. Instructional — media 

3. School administration 
^ 4. Pupil services 

5. Maintenance 

6. Operations 

7. Transportation 

8. District administration 

9. Food services 

What capital outlay will be needed? 

1. Facilities 

2. Equipment 

Sources of Revenue 

After the proposed expenditures have been pro- 
jected and the cost of the proposed program has been 
determined, estimates should be made of funds that 
may be received from federal, state, county, and local 
sources. At that time it may be necessary to make 
reductions in the proposed program in order to pre- 
sent a balanced budget. 

Chapter Summary 

The three basic considerations in budget making 
are (1) the educational program and its support ser- 
vices; (2) thc^ expenditures required to operate the pro- 
gram; and (3) the revenues needed. The budget 
establishes the guidelines the district will follow and 
the level of financial effort required. 

The district governing board has the legal responsi- 
bility for the preparation and adoption of a budget. 
The board can facilitate this responsibility by adopt- 
ing a clearly defined statement of budget development 
policy. 



Chapter II 

Developing the General Fund Budget 



The General Fund can be described as the resources 
available to finance the district's educationaMmd 
support programs. (Thej tjeneral Tnind' d not 
include special funds appropriated for specific pur- 
poses [sec Chapter IV].) The General Fund budget is a 
record of the planned expenditure of the available 
resources. 

This chapter deals with five major subjects: (1) plan- 
ning for the budget; (2) developing the expenditure 
plan; (3) estimating revenue; (4) balancing expendi- 
tures and revenue; and (5) acting on the budget. 

Planning for the Budget 

The following planning techniques may be benefi- 
cial in developing the district's budget. 

Advisory Committees 

When choosing a budget development method, 
each district must tailor the level of detail to the dis- 
trict's particular size and style of operation. Although 
a high degree of involvement of board, administra- 
tion, and staff is recommended, committee research 
indicates that many districts in California do not use 
budget advisory committees in their budget develop- 
ment process. Indications are that the superintendent 
is carrying the major budget development load. If it is 
feasible in your budget process, considerable staff 
input should be encouraged. The concept of an advi- 
sory committee to work with the superintendent is 
becoming more prevalent, and many advisory com- 
mittees contain lay people as active members. (The 
subject of budget development committees is covered 
in greater detail in Chapter VI, "Communicating with 
the Community.") 

Budget Calendar 

To meet the legal requirements of budget adoption, 
the governing board should adopt a school district 
budget calendar. Such a calendar, when properly con- 
structed, is a major step in the development of the 
budget. The calendar should show the levels of detail 
and related responsibilities for district budget devel- 
opment. If the calendar is sufficiently detailed, each 
assigned function should receive the required atten- 
tion during the budget building cycle. 



Annually, the State Department of Education pro- 
vides a calendar that accompanies^ the directions for^ 
completing Form J-41, the "Annual Financial and 
Budget Report." That calendar is similar to the one 
shown in Figure 1 on page 9. A district may prcfef^to 
develop a more detailed time line that includes the 
legal adoption dates and a variety of internal dead- 
lines to ensure orderly progress toward budget adop- 
tion (see Figure 2 on page 10). 

Developing the Expenditure Plan 

In Chapter I tbe need to analyze the educational 
program and support services to conduct proper 
budget planning was presented. Such ah analysis 
requires the budget planner to identify resource needs 
in terms of (1) number of students to be served; (2) 
number of staff required; (3) typp and quantity of 
materials, services, and facilities needed; and (4) sup- 
port services involved in supplementing the program. 
Once these factors have been identified, the budget 
planner must convert the resource need into an expen- 
diture plan expressed in terms of monetary appropria- 
tions. 

Appropriations 

Appropriations should be made by object within 
the program. The bases for making appropriations are 
described in the California School Accounting Man- 
uaU The extent to which a district goes beyond the 
required minimum levels of expenditure planning and 
budgeting remains a matter of local determination. 
Appropriations must be made by objects of expendi- 
ture to facilitate expenditure planning by programs. 
Such an approach provides basic planning data, 
proper budget control bases, and a format for min- 
imum expenditure reporting. 

Expenditures by Program and by Object 

Four major program reporting categories are required, 
and within these are otner required subprograms as 
follows: 



i California School Accounting Manual. School Business Adminislrt- 
tion Publication No. 8. Sacramento: California State Department of Edu- 
cation, 1981. 
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L Instructional programs 

a. General education 

b. Special education 

2. Support service programs 
a. Special projects 

Instructional support 

(1) Instructional administration 

(2) Instructional media 

(3) School administration 

c. Pupil services 

d. General support 

(1) District administration 

(2) Maintenance 

(3) Operations 

(4) Transportation 

3. Auxiliary programs 

a. Community services 

b. Retired personnel fringe benefits 

c. Food s,ervices 

d. Facility acquisition and construction 

4. Other outgo 

a. Tuition 

b. All other outgo 

Some of the subprograms have additional subclassifi- 
cations required for various state reports, such as life- 
span identification. Beyond that, the individual districts 
may prescribe subprograms depending on the needs 
of the district For example, within general education 
a district may desire to keep program reports to a very 
minute degree: 

General education (major program— required) 
Grades nine through twelve (life span — required) 
Foreign language (department — optional) 
Spanish (subject—optional) 

While this type of detail generally will not be main- 
tained, it is a possible feature and should be consid- 
ered when new programs and activities are instituted. 
This will provide cost-effectiveness data when evaluat- 
ing the new program against its prescribed goals and 
objectives. 

The seven major objects of expenditure classifica- 
tions ^re as follows: 

1000 Certificated salaries 
2000 Classified salaries 
3000 Employee benefits 

4000 Books, supplies, and replacement of equip- 
ment 

5000 Contracted services and other expense 
6000 Capital outlay 
7000 Other outgo 

An appropriation category for contingencies is dis- 
cussed in "Balancing Expenditures and Revenues," ♦ 
starting on page 7, 



Internal and External Services 

County offices, in addition to object and program 
identification, must report financial transactions at 
the end of each year by "internal" and "external" 
services. 

Internal services are those direct, direct support, 
and indirect support activities dealing with the in- 
struction of students in regional occupational centers/ 
programs and opportunity, technical/ vocational, 
county/ community, juvenile court jurisdiction, and 
special education programs. 

External services arc those activities performed by a 
county office in support of school districts, other 
county offices, and other agencies. 

Budget Guidelines 

Appropriation guidelines should be established 
through board policy for objects of expenditure by 
program. For instance, the board should establish 
various staffing ratios for grade levels and special pro- 
gram and education classes. Some of the major guide- 
lines include the following: 

1. Staffing ratios 

a. Certificated 

(1) Pupil-teacher 

(a) Kindergarten 

(b) Primary grades 

(c) Middle grades 

(d) Secondary grades 
« (e) Special education 

(2) Schbol administration 

(a) Principal 

(b) Vice-principal 

(c) Assistant principal 

(d) Deans 

(3) Supervisors 

(a) Directors 

(b) Coordinators 

(c) Consultants 

(d) Special subject supervisors 

(4) Librarians 

(5) Public welfare personnel 

(a) Counselors 

(b) Social workers 

(c) Psychologists 

(d) Nurses 

(e) Other health personnel 

b. Classified 

(1) Aides 

(a) General 

(b) Special education 

(c) Special programs 

(2) Administrators 

(3) Clerical staff 

(a) School clerical 

(b) Administrative clerical 
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(4) Maintenance personnel 

(5) Operations staff 

(a) Custodians ^ ^ 

(b) Grounds \, 

(c) Warehouse 

(6y Food- service personnel 

(7) Transportation personnel 

(8) Other classified personnel 

2. Salary schedule.s (should be negotiated after 
assessments^, financial resources and staffing 
needs) 

3. Employee benefits program 

a. Required (types and contributions established 
by law) 

C 1 ) State Teachers' Retirement System (STRS) 

(2) Public Employees' Retirement System 
(PERS) 

(3) Old-Age and Survivors Disability Insur- 
ance (OASDI) 

(4) Workers' compensation insurance 
(5> Unemployment insurance 

b. Negotiated (e.g., heahh and welfare) 

(1) Fully paid 

(2) Partially paid 

4. Allocation ratios 

The use of a budget formula for expenditures other 
than salaries is a method of budgeting for nonsalary 
expenditures. The ratio is based on an amount per 
enrollment or average daily attendance (a.d.a.) and is 
applied to types of .expenditures which can be consid- 
ered as standard items for most schools or programs. 
An example of expenditures controlled by formula 
may include, but is not Hmited to, types of allocations 
shown in Figure 3 on page 1 1. Once a year each dis- 
trict should estabHsh allocations by need, experience, 
and available funds. 

Another method of a^llocation for decentralization 
of funds is to allocate by a.d.a. or enrollment rather 
than by object and to allow the site administrator to 
determine the manner in whicji these funds are spent. 

All requests that cannot be funded by an allocation 
method should be submitted separately in a format 
that meets the district's requirements. When all pro- 
posals are compiled in such a manner, the matter of 
prioritizing requests is facilitated. 

Estimating Revenue 

Under legislation passed in 1979 (Assembly Bill 8) 
and subsequent legislation, school districts receive 
revenue from the state aiid from local sources equal to 
the district's calculated revenue limit. Local sources of 
revenue include secured tax collections, unsecured tax 
collections, home owners' and business inventory sub- 
ventions, other subventions under Education Code 
Section 41052, timber tax yield, prior-year tax collec- 
tions, release of tax impounds, other tax balances. 



and 50 percent of miscellaneous funds under Educa- 
tion Code Section 41604^ The state apportions to the 
district the difference between the district's revenue 
limit and what the district receives from local sources. 

Principal Apportionments 

Revenue limit apportionments and local tax income. 
Because of the annual changing of legislation affecting 
^ revenue limit calculations— cost of living adjustments 
(if any), minimum guarantees, unique district factors, 
and so forth— this texnvill not go into the steps neces- 
sary to calculate the base revenue limit per a.d.a. 

The Local Assistance Bureau of the State Depart- 
ment of Education, working through the offices of 
county superintendents of schools, provides the neces- 
sary forms, schedules, and current regulations neces- 
sary for calculating a district's revenue limit. 

A number of factors affect the total revenue limit. 
Some of these factors serve to increase the total 
revenue limit, while others will reduce the total. As 
with base revenue limit calculations, the number of 
increases and decreases varies annually. 

The base revenue limit per a.d.a. calculations must 
be multiplied by the estimated regular second-period 
apportiormi^nt a.d.a., reduced by class size penalties. 
The amomt should include extended-year a.d.a. for 
special education students, annual a.d.a. for concur- 
rently enrolled regular students in ROC/P and adult 
education programs, plus 0.6 times summer school 
a.d.a. for graduating seniors and students in grades 
seven through twelve who do not meet the district's 
proficienc^standards. This calculation will determine 
the base revenue limit. 

When the district's base revenue limit is determined, 
the a.d.a. must be forecast accurately. This will avoid 
the type of financial difficulties that result when the 
a.d.a. is overestimated. 

A district's total revenue limit is subject to the 
application of a state deficit factor due to insufficient 
state funds being apportioned to meet the total claims 
by all school districts. Districts also should take into 
account the provisions of Amendment XIIIB of the 
Constitution of the State of California (appropriation 
limitations) and the deflator mechanism of Assembly 
Bill 8. 

Districts receivi apportionments from the state dur- 
ing the school year. At the close of a budget year, the 
actual second-pefiod a^.a. for regular students and 
actual annual a.d.a. for^cmenjrrently enrolled ROC/P, 
aduh education, and summer school students and 
actual collections from local sources mu^-bo^ shown 
on final ^ revenue calculations to determine aCtual_ 
amounts for the budget year. When the a.d.a. numbers 
are estimated accurately, the district's estimated revenue 
Hmit and actual final revenue limit should be in close 
agreen)ent. 
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Special education classes. The cost of providing spe- 
cial education classes^ and programs is met, partially 
or fully, by allowances from the state in accordance 
, with the provisions of Senate Bill 1870 (1980), Senate 
Bill 769 (1981), and subsequent laws. Per unit allow- 
ances are provided for such programs as the following: 

Resource specialist 

Special day classes (including students in develop- 
mental centers and licensed child care institu- 
tions) 

Designated instructional service including, but not 
limited to: 

Speech and language development 

Home and hospital (not of tempoii^ary disability) 

Specialized driver training 

Counseling and guidance 

Parent counseHng and training 

Psychological services (other than assessment) 

Adaptive physical education 

Career education 

Social worker services 
. Health and nursing services 

Audiological services 

Mobility instruction 

Physical and occupational therapy 

Vision services and therapy 
Nonpublic schools 
Program specialists 
Regionalized services 
State special schools 

Additional funds are provided for support services 
and for transportation of special education students. 

Gifiecl ami talented pupils. In addition to the 
revenue limit and special education apportionments, a 
regular apportionment is provided for gifted and tal- 
ented pupils. 

Special-Purpose Apportionments 

State special-purpose apportionments are available 
for driver training, pupil transportation between 
] home and regular day schools, urban impact aid, 
school improvement, and economic impact aid. 

^Special Allowances 

A partial list of special allowances from the state is 
presented as follows: 

Elementary school reading 
Instructional television 

Instructional materials (kindergarten through grade 
* eight only) 

Reimbursement for state-mandated programs 
Bilingual education 
Special teacher employment 
Tax relief subventions 

Demonstration programs in reading and mathe- 
matics 

o 
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Child nutrition program (cafeteria — account or 
fund only) , 

These special sources of state income are subject to 
change from yekr to year. A current list of sources of 
state income is shown on the "Annual Financial and 
Budget Report" (Form J-41). / 

Other Sources of Revenue 

Sources other than local taxes and state apportion- 
ments from which certain school districts may receive 
revenue in sizable amounts include federal aid, com- 
bined state and federal aid, county aid, and incoming 
transfers. 

Federal aid. The federal government has for many 
years provided aid to school districts. First to receive 
aid were programs in agriculture and home econom- 
ics. In recent years federal funds have been used to: 

1. Aid schools in federally affected areas (Public 
Law 81-815 and Public Law 81-874). 

2. Fight the effects of poverty (Public Law 89-10— 
Elementary and Secondary Education Act). 

3. Train and hire the unemployed (Public Law 93r 
203 — Comprehensive Employment and Training 
Act; and PubHc Law 88-452 and Public Law 

93- 644—Economic Opportunity Act). 

4. Educate children with handicaps (PublicH.aw 

94- 142). 

5. Educate children of migrant parents and chil- 
dren with special needs resulting from neglect. 

6. Aid teacher training and development (Public 
Law 90-35 and PubHc Law 90-351— Education 
Professions Development Act). 

7. Provide programs in bilingual education. 

8. Provide vocational education courses (PubHc 
Law 90-576, Public Law 95-40, and Public Law 
90-482— Vocational Education Act). 

9. Provide special funding for forest reserves (Edu- 
cation Code Section 2300), flood control (Edu- 
cation Code Section 1606), and wild life reserves. 

Most federal assistance is provided through cate- 
gorical aid programs wherein revenue received must 
be used for specific purposes within specified time 
limits. Districts might investigate the possibilities of 
obtaining additional income appropriated under fed- 
eral law. Districts must be aware that these projects 
can be reduced or terminated at any time. Assistance 
in examining the possibilities of federal funding is 
available from the office of the county superintei^ent 
of schools and the State Department of Education. 

Combined state and federal aid. Certain income 
may be identified as a combination of federal and 
state funds passing through the state to the district, 
such as monies for migrant day care centers. 

County aid. Income from county sources may be of 
the foUowing types: 

I ^ 



1. In*lieu taxes 

2. Aircraft taxes 

3. Highway rentals 

4. Head taxj3n livestock 

5. Contract services (County School Service Fund) 

6. County school building aid (exceptional children) 

Incoming Transfers 

Incoming transfers are composed of tuition pay- 
ments, interfund transfers. Special Education Master 
Plan transfers from other districts and offices of 
county superintendents of schools, and other incom- 
ing transfers. 

Transfers to the General Fund may currently occur 
in five circumstances: 

1. From the Special Reserve Fund (Education 
Code sections 42840 through 42843) 

2. From the Bond Interest and Redemption Fund 
after all principal and interest payments have 
been made (Education Code sections 15234 and 
15235) 

3. From lapsed funds or reorganized districts 

4. From other special funds 

5. From the deferred Maintenance Fund 

Other Revenue 

To complete the budgeting of all sources of revenue, 
school districts should estitiate ^11 probable income , 
from such sources as the sale of property, insurance 
indemnities, interest income, in-lieu taxes (except fed- 
eral in-lieu taxes), bonuses, royalties, rentals, and mis- 
cellaneous fees of all types (such as fines, gifts, 
contributions, and income from district property). 

Summary 

To determine income and total revenue for a school 
district is a difficult and complex task. The prolifera- 
tion of constitutional amendments, statutory require- 
ments, and regulatory agency guidelines imposed 
on school districts in recent years has made revenue 
estimating a challenging task. 

A primary source of assistance to the district in 
estimating property tax, state block grant, and cate- 
gorical state aid income is the office of the county 
superintendent of schools. This office is the main 
communication link between most districts and the 
various state agencies, and districts should utilize its 
services in resolving budgetary and other financial 
problems. 

It should be remembered, however, that the school 
district "has full responsibility for the preparation and 
submittal of its budget in accordance with statutory 
time requirements. 

Balancing Expenditures and Revenues 

When revenue from all sources has been estimated, 
the next step in budget preparation is to balance pro- 



posed expenditures with estimated income. The budget 
planner will then know both the amount of money 
needed to operate the district's programs for the 
budget period and the amount of revenue that can 
reasonably be expected^ from all sources available to 
the district. Howeverf' balancing expenditures and 
income may require anticipating adjustments in the 
planned expenditures. Issues upon which there is need 
for further study and decisions must be identified. The 
policies of the governing board will be helpful in mak- 
ing these decisions. The governing board should also 
be kept currently informed. 

Policies of the Governing Board 

The governing board may choose to revise a policy 
or suspend a policy for the year to meet budget, 
requirements, or new policies may need to be enacted. 
It is preferable to suspend a policy (such as one stating 
the intent to reroof buildings every twelfth year) for a 
year than to ignore it. Policy suspensions, revisions, 
or enactments identify potential budget hazards that 
may require the use of contingency appropriations. 

When there are no policies that apply, use should be 
made of preestabhshed; priority ratings to determine 
what revisions may be^made in the expenditures (and 
possibly what items might be eliminated). If priority 
ratings have not been used in the development of the 
budget, then the district must determine the levels of 
necessity of the various proposed expenditure items. 
The district must decide which expenditures can be 
postponed for a year and which ex^penditures can be 
decreased ^o effect economies. The rating of items 
should be done through conferences in cooperation 
with the members of the staffs concerned. When funds 
are insufficient, the governing board must take steps 
to obtain sufficient funds for meeting future budget 
requirements or must effect program cuts to balance 
expenditures in accordance with the income available. 

Beginning and Ending Balance 

A thorough review of the beginning and ending bal- 
ances may be found in the California School Account- 
ing Manual The major elements of the balances 
include, but are not limited to, cash, revolving cash 
fund, investments, stores, prepaid expenses, accounts 
receivable, deferred income, and accounts payable. 

Computation of the total budget requires that the 
beginning balance be added to the new year's esti- 
mated income. This total indicates the financial 
resources the district has available for the new fiscal 
year. Special concern must be taken to identify 
restricted balances. For example, some federal grants 
are funded on an October through September fiscal 
year. Thus, monies remaining in a grant as of June 30 
must be restricted and rcbudgeted for expenditure in 
the budget year. 



Conversely, the ending balance is an estimate of the 
amount ofmoriey and other assets that will be uncom- 
mitted at the end of the budget year. Planning the 
ending balance is as important as planning any of the 
proposed expenditures. / 

Reserves 

In the process of balancing the budget, the matter 
of reserves must be taken into consideration. The law 
states that school district budgets in California may 
contain amounts known as the General Reserve and 
the Appropriation for Contingencies (Education Code 
sections 42124 and 42125X. 

General Reserve 

The original purpose of the General Reserve was to 
enable districts to meet financial obligations at the 
start of the fiscal year until anticipated revenues begin 
to be received. This was an important step to take 
when districts derived most of their income from 
property tax revenues, which are not available until 
December. However, because the state now provides 
about 80 percent of district revenue limit income on a 
statewide basis and the state's advance apportion- 
ments commence in July, the importance of the Gen- 
eral Reserve has diminished. 

Some districts may, however, still need to rely on 
the General Reserve to meet expenditure needs if the 
advance apportionment is insufficient. 

In determining the General Reserve needed, a dis- 
trict should consider its experience during the preced- 
ing years and the changes that will be brought about 
by provisions of the budget under preparation. The 
district should always estimate as closely as possible 
its total needs and the apportionments to be received 
early in the year. The amount the governing board 
deems sufficient for use in the next succeeding year 
should be budgeted to meet the district's cash require- 
ments until adequate local and state funds are avail- 
able. It must be kept in mind that the monies in the 
General Reserve are not available during the current 
fiscal year unless the provisions of Education Code 
Section 42610 are met. The section entitled "Use of 
Unbudgeted Revenue" in Chapter III of this publica- 
tion and Education Code sections 42602 and 42610 
prescribe how to expend such excess income. 

In some counties a district may request loans from 
the county treasury or sell notes in anticipation of tax 
receipts. This loan is typically not available until after 
the tax rates are set in August; therefore, such districts 
still need to provide for several months of operation 
through the General Reserve. (Caution: If borrowing 
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oi funds is Anticipated, a reduction of interest income 
may occur and should be reflected in the interest 
income account.) 

Appropriation for Contingencies 

The Appropriation for Contingencies (formerly 
called the Undistributed Reserve) is established to 
provide for unforeseen problems and emergencies that 
may arise during the year. 

Appropriations for contingencies (in the commu- 
nity colleges referred to as Unappropriated Fund Bal- 
ance) may be further delineated as restricted and 
unrestricted. 

Restricted contingency refers to those aspects of the 
budgeted expenditures that are district commitm^ts, 
whether or not the funding resources become avail- 
able (for example, saKudes related to a.d.a. growth, 
Public Law 81-874 losses, and expenditures for special 
programs for which the funding approval has not 
been received). 

Unrestricted contingency is a category for appro- 
priating reserves to cover needs that cannot be identi- 
fied in advance. Because of the nature of this reserve, 
its size should, bear a relationship to the future needs 
of the district. 

Acting on the Budget 

The formal approval of the budget by the district's 
governing board must be obtained when the process 
of balancing the planned expenditures and the estii- 
mated revenues has been completed. It is recoml- 
mended that the budget be presented to the governing 
board together with a formal letter of transmittal; this 
letter is an important document in the budgetary pro- 
cess. In the lette/r the district superintendent should 
present for formkl record the basic considerations on 
which the budget was based, the reasons for suggest- 
ing any impprtatnt changes from previous practice^ in 
the district, and a picture of what the budget mean^ in 
terms of the next year's school experiences for the 
children of thfe community. ' 

I Chapter Summary 

Procedures presented in Chapter II provide for de- 
lineation and articulation of essential elements of 
budget development. Parallel attention should be 
given to current Education Code requirements as well 
as those of the California School Accounting Manual, 
Budget development by program and by object of 
expenditure will be facilitated by initial and constant 
attention to the parameters described. ' 
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Final date 

or period ^ 


Action 


] 

Explanation 


Education 
Code 
Section 

-\ 


On or before 
July 1 


File 

tentative budget 


Each school district shall file a tentative budget with the county superintendent of schools. 


42127(a,) 


On or before 
August 1 


County returns 
tentative butiget 


The county superintendent of schools shall examine and make technical corrections to the 
tentative budget and indicate changes he or she deems desirable or necessary to determine any 
tax requirement. The superintendent shall make any rccoirmcndations he or she deems 
necessary to ensure that the proposed expenditures do not exceed the anticipated revenues 

" J ai_ a. a 1 nw**ini,m.r>*^A vAY/ariiiAo o i-o r#«aiictir« anH nr qIip cHfill transmit to the covcrninc 

and that the anticipated revenues are rcaiisuc, anu nc ui aiic aiiaii iiaiiainii gwywiimig 

board a written explanation of the reasons for such changes. 


42127(b) 

\ 

\ 
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At least three 
days prior to 
the last week 
in August 


Publication 
of budget 
information 


The county superintendent of schools shall publish the dates and locations at which the 
proposed budget may be inspected by the public and the date, time, and location of the public 
UAn-i*«n fVio ryre\rye\cmA KiiHaf*t in a n^wsnflnrr nf peneral circulation in the district, or if there 
is no such newspaper, then in any newspaper of general circulation in the county. 


42103 


Prior to the 

CIIU KJi iiiw iiiai 

week of 
September 


Public 
hearinp 


The governing board of each school district shall hold a public hearing on the proposed 
budget for the ensuing fiscal year in a schoolhouse of the district or some other place conve- 
niently accessible to the residents of the district. 


42103 


On or before 
September 7 


Adoption 
and filing 
of budget 


The governing board of each school district shall adopt a final budget, after the public hearing 
has been held, concluding any tax requirements computed pursuant to subdivision (c) as 
adjusted by paragraph (2) of subdivision (a) of Section 42127 and shall file such budget with 
the county superintendent of schools. 


42127(d) 


On or before 
September 15 


Transmittal to 
county and state 
officials 


The county superintendent shall approve the budget as adopted by the governing board and 
file a copy with the board of supervisors, the county auditor, and the ORIGINAL with the 
Superintendent of Public Instruction. 


42127(e) 



Fig. 1. Budget calendar and general and special instructions 
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SCHOOL DISTRICT 



' Business Office 

BUDGET CALENDAR 
for Developing the FY Budget 

The dates outlined below are the key dates to be met in the development of the.FY budget. Board workshops and 

employee group and other organization involvement are not calendared, althoMgh such activities are anticipated and 
encouraged. The dates are subject to minor change depending on board meetings^ receipt of data from other agencies, 



and so forth. (Refer to Chapter I for subsequent deadlines and responsibilities.) 

Date Action \ 

December 1 Distribute letters to budget administrators regarding steps to be taken in budget 
development. 

January 5 Deliver financial forecast to superintendent. 

January 12 Deliver financial forecast to board. 

January 19 Distribute budget request forms to all budget administrators. 

January 30 Prepare enrollment projections. 

February 9 Return budget request data to Business Office. 

February 16 Establish staffing requirements. 

February 23 Review and prioritize budget requests 

March 1 Establish final staffing requirements. 

March 15 Mail dismissal letters (if required) to certificated staff. 

April 1 Submit first budget draft to superintendent. 

April 10 Submit first budget draft to board. 
* 

* Schedule workshops/ study sessions on budget. 
* 



' Responsibility 
Business manager 

Business manager 

Superintendent 

Business manager 

Facilities planning 

Budget administra- 
tors 

Personnel 
Superintendent and 
staff 

Personnel 

Personnel, superin- 
tendent, board 

Business manager 

Superintendent 

Board /superinten- 
dent 



May 18 Prepare tentative budget. \ 

June 8 Present tentative budget to board. 

June 22 Adopt tentative budget, 

July 1 Submit tentative budget to county superintendent. 



Business manager 

Superintendent 

Board 

Business manager 



Fig. 2. Sample distriqt budget calendar 
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Expenditures controlled by formula: 

Supplies-instructional ^'^J vf (fnf ' 

X.XX/a.d.a 

Film rental X.XX/a.d.a 
Media supplies ,■ j • • 
Other supplies— including athletic, various office supplies, admission, 

counseling, purchasing, data processing, and so forth X XX/a d a 

Equipment replacement • / ♦ • 
jravel—SXX.XX per employee to each department plus SXX.XX for 
special faculty projects 

Other formulas: 

Mileage at XXc per mile 

Meals at conferences—breakfast SX.XX, lunch SX.XX, dinner 
SX.XX for a total of SXX.XX per day 
Capital outlay 



SXX.XX/a.d.a 



Fig. 3. Sample district budget allocation formula 



Chapter III 

Maintaining Budgetary Control 



The budget is the projection of revenues and expen- 
ditures that have been approved for the support of the 
proposed educational progranl. The school business 
official must understand the various legal and fiscal 
controls available for administering a budget and 
must ensure that they are correctly utilized. The busi- 
ness official can then fulfill the responsibility for deter- 
mining that monies received are expended for the 
approved educational program. 

Role of the Business Official 

The role of the business official in maintaining 
budget control will vary from district to district. In a 
highly centralized district, the official may be the final 
authority. In other districts the official may be an 
adviser to another administrative officer who has the 
ultimate authority. > 

In recent years there has been a trend in districts 
toward decentralization, with expenditure authority 
established at the site level. The role of the business 
official in such districts becomes one of expediter of 
financial information—a counselor, not a critic. The 
business official still has the responsibility to maintain 
proper records and to advise other central administra- 
tive personnel of tlie financial position of the district. 

The business official's role is one of advising the 
superintendent, the assistant superintendent, the site 
administrator, and others of any conditions that may 
affect the financial position of the district. There is 
increasing demand for more timely and accurate 
reports and for accurate projections of future finan- 
cial conditions. 

Accurate projections are vital to budget control. 
The business official must analyze revenue projections 
as well as expenditure projections several times during 
the course of the fiscal year. When updated revenue 
projections arc less than budgeted amounts, recom- 
mendations must be made for resolving the imbal,- 
ancc. The proficient business official will recognize 
that revenue controls arc as important as expenditure 
controls. 

Lecal Controls on the Budfet 

Expenditures must not exceed the amount bud- 
geted in the major expenditure classifications. How- 



ever, under certain conditions budget transfers can be 
made (Education Code Section 42600). 

Transfers Between Expenditure Classifications 

Budget transfers between expenditure classifica- 
tions in the school budget may be made by boards of 
education. Note that transfers by school districts gov- 
erned by a board of trustees may be made only when 
.approved l^y the county superintendent of schools 
(Education Code Section 42600). 

Transfers from the Appropriation for Contingencies 

Budget transfers may be made from the Appropria- 
tion for Contingencies by boards of education. Transfers 
by school districts governed by a board of trustees 
may be made only when approved by the county 
superintendent of schools. Transfers from the Appro- 
priation for Contingencies require approval of two- 
thirds of the members of the governing board (board 
of education or board of trustees) of any district (Edu- 
cation Code Section 42600). 

Budget Transfers at End of Year 

At the end of the fiscal year, the governing board 
may adopt a resolution that allows the county super- 
intendent, when necessary, to (1) permit payments of 
obligations that exceed the amount budgeted in an 
expenditure classification; and (2) transfer funds from 
the Appropriation for Contingencies to any expendi- 
ture classification or between expenditure classifica- 
tions (Education Code Section 42601). 

Interfund Transfers 

The governing board of any district may temporar- 
ily transfer monies between funds or accounts for pay- 
ment of .obligations of the district. Such transfers, 
limited to 75 percent of the monies in the fund trans- 
ferred from, are limited to two pir fiscal year from the 
same fund and must be repaid within the same fiscal 
year, or in the following fiscal year if the transfer 
occurs during the final 120 calendar days (Education 
Code Section 42603). 
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2. 



Use of Unbudgeted Revenue 

At one time unbudgeted revenues that were derived 
from property taxes or from the State School Fund 
were required to be placed in the General Reserve and ^ 
could be used only after publication and adoption of a 
revised budget. 

In 1978 the statutes were amended to permit a 
governing board, upon adoption of a formal resolu- 
tion identifying major classification of expenditure, to 
use such unbudgeted revenue, regardless of source; 
however, the resolution must have the approval of the 
county superintendent of schools (Education Code 
Section 42610). 

Expenditure Control 

The purpose of expenditure control is to be able to 
ascertain, at any point during the year, the financial 
status of the district and to be able to project, with a 
reasonable degree of accuracy, the financial condition 
of the district. 

Two primary bases for expenditure control are (1) 
by object; and (2) by program. In addition, a district 
may use other bases (site, department, and so forth) 
for control purposes; but, since minimal state report- 
ing currently requires data by object (forms J-41 and 
J-73, the annual financial and budget reports) and by 
program (forms J-41 A and J-73A, supplements to the 
annual financial and budget reports), these formats 
provide a logical base for expenditure control. 

Expenditure Control by Object 

Two general types of object expenditure are salary 
accounts and nonsalary accounts, each of which must 
be controlled in separate ways: 

1. Salary and related accounts. Inasmuch as per- 
sonnel and personnel-related costs compose 80 
to 90 percent of most district budgets, accurate 
expenditure control of salary accounts is essen- 
tial. Such control may be exerted by means of 
personnel position allocations, by salary alloca- 
tion control, or by a combination of each. 

a. Personnel position allocation. An adequate 
system for determining, recording, and report- 
ing personnel position status is one of the 
most important expenditure control proce- 
dures available to a district. This procedure 
should be assigned to a responsible adminis- 
trator at the district level. A personnel posi- 
tion system can be integrated procedurally 
into a total personnel system that begins with 
employment and follows through to expendi- 
ture distribution. 

b. Salary allocation control. In consideration of 
salary accounts, control is exerted in the 1000 
and 2000 account series. Regular salaries, 
both full- and part-time, should be encum- 



bered for the year at the time of employment. 
A method of liquidating encumbered salaries 
and charging monthly salaries should be 
established. (Refer to the California School 
Accounting Manual for accounting and encum- 
brance procedures.) Substitute, hourly, and 
overtime. salaries need not be encumbered but 
should be expense items at the time of pay- 
ment. The business office should review this 
type of expenditure and establish procedures 
for projecting anticipated costs, 
c. Employee benefits. The 3000 account series is 
an important cost factor pertaining to salary- 
related costs; employee benefits for regular 
salaried employees should be treated in the 
same manner as regular salaries (see item b). 

2. Nonsalary accounts. Wherever possible, non- 
salary accounts should be encumbered as soon 
as possible; and a method of liquidating encum- 
brances should be developed. 

Expenditure Control by Program 

An adequate means of achieving control by pro- 
gram is accomplished by keeping a record of objects 
of expense within programs. A second approach 
would be to maintain program control through means 
of subaccounts to the objects of expense. Still other 
districts, with computer capability, would be able to 
maintain control by program through proper sequencing 
of report format. 

Revenue Control 

Control (review) of the revenue budget as finally 
prepared and recorded on the "Annual Financial and 
Budget Report" (Form J-41) is essential. The differ- 
ence between budgeted and actual revenue may be 
significant. Timely and thorough reviews should be 
made throughout the fiscal year. 

Revenue Limit 

The revenue limit calculation in most districts 
accounts for over 90 percent of General Fund revenue. 
For this reason an analysis of revenue limit income 
must be included in the total review. 

October review of revenue limit. The October 
revenue limit review is most likely recalculated with 
enrollment data only. Actual summer school a.d.a. 
can be verified and should be used. The business offi- 
cii I should determine whether or not actual enroll- 
ment varies significantly from that previously esti- 
matea. Expenditure adjustments may be necessary at 
the time -^f the review. 

January (Form P-1) report. Based on January 
Form P-1 (first-period report of attendance) a.d.a. 
data, a revised estimate of Form P-2 a.d.a. should be 
made for revenue limit recalculations. 
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April (Form P-2) report. The April Form P-2 
(second-period report of attendance) report is the 
final revenue limit recalculation and is based on Form 
P-2 a.d.a. data. 

Effect of revenue limit review. The net effect of the 
revenue limit recalculation not only affects the current 
budget but also may have significant impact on 
revenue for the next fiscal year. Unless actual a.d.a. 
and actual tax collections (as well as other sources 
affecting revenue limit) are the same as originally bud- 
geted, adjustments to the current budget, as well as 
future considerations, will be required. In some dis- 
tricts it may be necessary to analyze all component 
sources of revenue Hmit for cash flow. 

Categorical Aid 

Applicable budgetary controls are determined by 
funding source. In the following paragraphs informa- 
tion is presented on major revenue sources and related 
entitlement information: 

1. Federal aid. While federal projects are financed 
on an entitlement or grant basis, it is not uncom- 
mon for these entitlements to change during the 
fiscal year. The project budget should be adjusted 
to conform to the revised entitlement or grant 
amount. Such federal grants must be reviewed 

. carefully. 

2. State aid. State grants, for which budgetary con- 
trol considerations are applicable, include grants 
for special education programs, special projects, 
and transportation. 

a. Speeial Education Master Plan, The revenue 
that a district receives for the Special Educa- 
tion Master Plan is dependent upon the 
number of instructional personnel service 
units (IPSUs) allocated by the region, the 
number of IPSUs actually conducted, the 
allocation rate per IPSU, and the support 
ratio. The same time line used for the revenue 
limit review of enrollment and a.d.a. reports 
(October, January [Form P-1], and April 
[Form P-2]) should be used for the Special 
Education Master Plan. 

b. Special projects. Many state projects are 
financed on an entitlement basis. If entitle- 
ments change, the project budget must be 
revised to conform to the change. 

c. Transportation. The apportionment for trans- 
portation is based on the previous year's 
annual report and is subject to revision after 
budget adoption. 

3. County and local aid. Districts may receive 
county and local grants for specific projects. 
Generally, these grants are fixed, and adjust- 
ments are seldom required as long as funds are 
expended within the Hmits of the grants. 

ERLC 
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Other Sources of Revenue 

Other sources of revenue that should be reviewed 
are the following: 

1. Miscellaneous funds. Miscellaneous funds col- 
lected in accordance with Education Code Sec- 
tion 41604 must be calculated. Following this 
review, 50 percent of all funds collected are 
deducted from state apportionments. 

2. Abatements. * The district should distinguish 
clearly between abatements and receipts; a cor- 
rect accounting procedure should be followed. 
The abatement accounting technique should not 
be abused to effect a reduction in expenditures. 
A description of the correct method for handling 
abatements is contained in the California School 
Accounting Manual 

Deficit Funding 

With the passage in 1978 of Proposition 13, which 
added Amendment XIIIA to the Constitution of the 
State of California, the major portion of funding of 
school districts is derived from the State School Fund. 
Unfortunately, in recent years the State School Fund 
has not been sufficiently funded to meet the demands 
placed upon it. Only last-minute action by the Legisla- 
ture and Governor has prevented or reduced deficits 
in the State School Fund. The Special Education 
Master Plan, transportation, and other state categori- 
cal programs have had a history of not being funded 
adequately to meet the calculated income in accor- 
dance with existing formulas and statutes. The obser- 
vant business official will make every effort to keep 
pace with current projections or deficits. 

Tools for Budget Implementation 

The business official, in order to control the budget, 
must prepare revenue and expeiiditure reports so that 
data can be interpreted easily. Reports must r^etlect a 
good expenditure, accounting, and encumbrance re- 
cording system. In the California School Accounting 
Manual adequate technical guideHnes for estabHsh- 
ing such a system are provided. 

Budget Status Report 

Preparation of budget status reports is essential to 
provide the school governing board and management 
personnel with information necessary to manage the 
district and to maintain adequate budget control. 
These reports should cover all aspects of the budget. 
They should be prepared at various times during the 
year and be distributed to various management per- 
sonnel and the governing board in accordance with 
their need for information. 

Budget status reports should be of the simplest 
design possible and should include a summary state- 
ment highlighting the significant features of the 



report. When appropriate, recommendations should 
be made for action by designated administrators 
and/ or the governing board. 

Sample reports are illustrated in this chapter with 
an explanation of how they are prepared and used. 
Districts should use most of the reports included. 
However, the frequency and explicit detail of the 
reports should be determined by each individual dis- 
trict in accordance with its particular needs. 

Report of Income 

A district's report of income should be prepared 
monthly and made available to the governing board, 
the superintendent, and other appropriate administra- 
tors. This report lists the official budget for each 
income account, the amount of income received in the 
current month, the total income received to date, and 
the unrealized balance. A sample report of income is 
shown in Figure 4 on page 17. 

The estimat'b^ income column should contain the ^ 
official budget figures on file with the county superin- 
tendent. These will be the figures from the official 
budget as modified by any adjustments made pursu- 
ant to Education Code requirements. 

In conjunction with the report of income, an analy- 
sis of the income accounts should be made periodi- 
cally. If the analysis reveals that more income is 
anticipated than was budgeted for, it is possible to 
consider increasing the expenditure allocations. If the 
income analysis indicates that less income is expected 
than was budgeted for^ appropriate action should be 
taken to correct the imbalance, including the possibil- 
ity of reducing expenditure allocations. 

The most important income analysis relates to the 
a.d.a. and resultant revenue limit income projections. 
Actual enrollment and related estimated projected 
a.d.a. figures should be compared to budgeted figures 
as soon as possible after the school term begins and 
monthly thereafter. Other income estimates should 
also receive close scrutiny. 

A variation of the report of income shown in Figure 
4 would be to add a column that lists the revised 
estimate of income based on the lates.t analysis of 
income accounts. If a revised estimate of income 
column is shown, it may be used to compute the 
unrealized balance column. If this is done, the expen- 
diture portion of the budget must also be adjusted, by 
object and program (as necessary and as legal), to 
keep budget income and expenditures in balance. 

Report of Expenditure 

The report of expenditure should be prepared in 
several ways in order to provide the information 
needed by various management personnel. This report 
lists the official amount budgeted for various expendi- 
ture accounts, the amount encumbered and expended 
in the current month, the total encumbrances and 



expenditures to date, and the balance available for 
use. Sample reports of expenditure are shown in fig- 
ures 5, 6, and 7 on pages 18, 19, and 20, respectively. 

If a revised estimate of income is used, as indicated 
in the previous section on reporting of income, expen- 
diture accounts should also be reviewed to keep 
budget income and expenditure accounts in balance. 
The report of expenditure should be jJrepared as 
follows: 

1. By object. The report of expenditure by object 
(Figure 5) should be prepared monthly and given 
to the governing board, the superintendent, and 
other appropriate administrators. This report 
lists expenditure accounts in object order, and 
accounts should be itemized to the degree neces- 
sary in each district. A listing of all object expen- 
ditures should be done for business office use. 
Because of the mass of data, one need not report 
all object expenditures to other district staff. A 
summarization by general classification head- 
ings is recommended, as shown in Figure 'S. 

2. By program. The report of expenditure by pro- 
gram (Figure 6) should be prepared monthly and 
distributed to program managers. The governing 
board, the superintendent, and other administra- 
tors should be given this report as appropriate. 
This report lists expenditure accounts by object 
grouped under each program, and account'^ 
should be itemized to the degree necessary in 
each district. Usually, accounts will be itemized 
in greater detail than in the report of expenditure 
by object. 

3. By site (manager's report). The report of expen- 
diture by site (Figure 7) should be prepared and 
distributed monthly to site administrators. The 
superintendent and other" administrators may 
also be given this report. This report lists all 
expenditure accounts for which the site manager ^ 
is responsible, and accounts should be itemized 
to the degree necessary in each district. Accounts 
should be grouped by the various programs at 
each site. The illustrated report of expenditure 
by site includes the specific activities for the cur- 
rent month (purchase orders encumbered, liqui- 
dations, payments, and so forth) as well as 
year-to-date summaries. 

Cash Flow 

The cash flow report (Figure 8 on page 21) is pre- 
pared to make sure that adequate funds will be avail- 
able for expenditures throughout the year. This report 
should be prepared during the budget preparation 
period and revised as required by changes. It should 
be distributed to the governing board, the superinten- 
dent, and other administrators as appropriate. 

Estimated receipts and expenditures are projected 
for each month throughout the year. Estimates are 

• 15 



based on actual prior year activities and other perti- 
nent information. 

Actual accumulated receipts and expenditures should 
be listed each month and compared to projected 
receipts and expenditures. It may be necessary to 
delay expenditures and/ or speed up income collection 
if the analysis of cash balance requires it. This report 
should be itemized to the degree necessary in each 
district. 

The cash flow report will also provide the type of 
information necessary to prepare documents required 
for the sale of tax anticipation notes or other forms of 
borrowing. 

Report of Average Daily Attendance 

The report of average daily attendance (Figure 9 
on page 22) should be prepared and distributed 
monthly to the superintendent and other appropriate 
administrators. It may be given to the governing board 
when appropriate. The report lists enrollment and 
a.d.a. for the current month and year-to-date totals. It 
also lists estimated a.d.a. used in revenue limit calcu- 
lations and revised estimates and differences. 

Any difference between budgeted and revised esti- 
mates of a.d.a. should be converted into a dollar 
amount in order to determine the effect on budgeted 
income. This information should then be used in con- 
junction with the report of income as previously 
stated. 

Year-to-date enrollment figures include the total of 
all enrollees during the year. These figures may be 
used to determine the migrancy factor in the district. 
Monthly enrollment data may also be used for analyz- 
ing class size and staffing ratios. 

This report should be prepared with as much detail 
as necessary to provide the desired information in 
each district. A similar type of report may also be 
useful when prepared on an individual school basis. 

Personnel Status Reports 

A detailed personnel status report is essential for 
control of regular salary categories of the budget. Per- 
sonnel position allocations need to be established at 
the time of the budget formulation. Continuous 
updating is a personnel function that should be moni- 
tored closely by the business official. 

The essence of the system is that each personnel 
position is established at the time of budget adoption. 
As the position is filled, an encumbrance is made. 
Personnel are not employed unless there is an open 
position. When it is necessary to establish additional 
positions, formal approval of the positions and cor- 
responding monetary allocations should be obtained 
from the governing board. 

It is advisable to develop periodic reports of posi- 
tion status. Reports may be in summary or detailed 



format, or both. They may include position vacancies 
and a comparison of estimated and actual costs. 

Two samples of functional personnel status reports . 
are shown. Figure 10 on page 23 shows how a monthly' 
report may be provided in detail to the person filHng 
the position. Figure 1 1 on page 24 illustrates a monthly 
summary report. 

Cost Projection Report 

A cost projection report (Figure 12 on page 25) 
should be prepared as new programs are proposed. It 
should provide cost and revenue estimates for the first 
three years of the program, since- new programs are 
often started without a complete understanding of 
total cost in subsequent years. These cost projections 
should be made available to appropriate administra- 
tors and the governing board prior to any final 
decisions. 

Cost projections should include all direct costs, 
direct support charges, and indirect support charges. 
Direct and indirect support charges usually come 
from existing budget allocations and do not add to the 
budget total. However, a careful analysis should be 
made of the impact my/ programs will have on exist- 
ing personnel and other expenses in support of the 
programs. 

The cost projection report is a summary report, and 
it is necessary to prepare detailed working papers in 
order to accumulate the information needed for this 
report. 

Financial Position Analysis 

A most concise and helpful document that may be 
used is the financial position analysis (Figure 13 on 
page 26). On one page this report provides a review of 
income and expenditure (actual plus encumbrance) 
and projects an ending balance. 

Chapter Summary 

The business official must be aware of legal and, 
fiscal constraints in adopting and revising the district 
budget. The official must devise and implement proce- 
dures to control expenditures so that provisions of the 
Education Code are met and budgeted expenditures 
are not exceeded. Income controls must be devised 
and maintained so that the business official can deter- 
mine whether the district is receiving income as esti- 
mated in the budget. Procedures must be developed so 
that both expenditures and income may be modified 
by the governing board during the fiscal year. 

The business official may be either an authority 
figure or an adviser, depending on the district. In any 
case, the official must be aware of the district's finan- 
cial status at all times so that decisions or recommen- 
dations can be made to safeguard the district's fiscal , 
condition. 
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NO 



REFERENCE DESCRIPTION 



• TOTAL GIFTED I TALENTED 



TY DATE 
861 7 

8610 TOTAL PRINCIPAL APPORT 

8621-00-501-100.000-9-100-9 DRIVER TRAINING 
XD 11-01 07 STATE APPT 74670 11-30 
XD 11-29 02 STATE APP'T-75911 11-30 
TOTAL 



REF 

DATE P.O. NO CHK NO 



8621 



• TOTAL DRIVER TRAINING 



862 2.00-5 01 -1 00.000-9-1 00-9 TRANSPORTATION 
XD 11-01 07 STATE APPT 74670 11-30 
XD 11-29 02 STATE APP'T-75911 , 11-30 

TOTAL 



8622 



• TOTAL TRANSPORTATION 



8625.00-501-100.000-9-100-^ SCHOOL IMPROVEMENT 

XD 11-01 07 STATE APPT 74670 11-30 

XD 11-29 02 STATE APP'T-75911 11-30 
TOTAL 



8625 



* TOTAL SCHOOL IMPROVEMENT 



8627.00-501-1,00.000-9-100-9 ECON IMPACT AID 
XD 11-01 07 STATE APPT 74670 11-30 
XD 11-29 02 STATE APP'T-75911 11-30 
TOTAL 

8627 • TOTAL ECON IMPACT AID 

8620 TOTAL SPECIAL PURPOSE APR 

8631.00-501-100.000-9-100-9 ELEM SCHOOL READING 
TOTAL 



S631 



• TOTAL ELEM SCHOOL READING 



8636.00-501-100.000-9-100-9 INSTRUCT MATLS K-8 
TOTAL 

8636 • TOTAL INSTRUCT MATLS <-8 

8630 ** TOTAL SPECIAL ALLOWANCES 
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y D c r * n 

H K C L y 


3 A L ANC E 


47/885.03 


.00 


16/237.30 


33.9 


31/648.00 


?/552/551 .00 
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.00 


48/351.00 
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Fig. 4. Report of income 
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CERTIFICATED SALARY 



ERIC 



1110.00-101- 
1110.00-101- 
1110.00-101' 

1110.00-101- 
11 10.00-101 

11 10.00-102 
11 10.00-102 
1110.00-102 
1110.03-102 
1110.00-102 
1 1 1 0,00-1 02 
1 1 1 0.00-1 03 
1110.03-103 
11 10.00-103 
11 10.00-105 
11 10.00-10? 
11 10.00-10^ 

11 lo.oo-io; 

1 1 1 0.00-1 0^ 
1110.00-104 
?1 10.00-10^. 
11 10.03-104 
1110.00-10A 
11 10.00-105 
11 10.00-105 



■101.000-3- 
•373.000-3- 
-383.000-3- 

-5A0. 000-3- 
-5A^. 000-3- 

-101.000-3- 
-373.000-3- 
-383.000-3- 
-385.000-3- 
-5A0. 000-3- 
-542.000-3- 
-1 01 .000-3- 
-373.000-3- 
-383.000-3- 
-511.001-3- 
-5A2. 000-3- 
-101.000-3- 
-373.000-3- 
-383.000-3- 

-385.000-3- 
-530.001-3- 
-540.000-3- 
-5A2. 000-3- 
-101.000-3- 
-373.000-3- 



101-4 
373-4 
383-4 

540-3 
542-4 

1 01-4 
373-4 
383-4 
385-4 
540-3 
542-4 
101-4 
373-4 
383-4 
511-3 
-542-4 
•101-4 
'373-4 
•383-4 

•385-4 
•530-4 
•540-3 
"542-4 
•101-4 
■373-4 



CLASSRDOM 
CLASSROOM 
CLASSROOM 

CLASS ROOM 
CLASSRDOM 

CLASSROOM 
CLASSRDOM 
CLASSRDOM 
CLASSROOM 
CLASSRDOM 
CLASSRDOM 
CLASSRDOM 

CLASSRDOM 
CLASSROOM 
CLASSRDOM 
CLASSRDOM 
CLASSRDOM 
CLASSROOM 
CLASSRDOM 
CLASSRDOM 
CLASSROOM 
CLASSRDOM 
CLASSROOM 
CLASSROOM 
CLASSROOM 



TEACHER 
TEACHE R 
TEACHER 

TEACHER 
TEACHER 

TEACHER 
TEACHER 
TEACHER 
TEACHER 
TEACHER 
TEACHER 
TEACHER 
TEACHER 
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TEACHER 
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28*701 • 00 
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.00 


»00 
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26*438.30 
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ENCUMBRANC E 
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14*060.00 
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EXPENSE 



83 



TE 
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Z EXP 


.00 
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25.3 


.00 


1 *758.60 


25.0 


.00 
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33.3 


.00 


7*01 5.8? 


24.9 


.00 


7*395.03 


24.7 


.00 


147*430.75 


?6.1 


.00 


3*646.80 


2 5.0 


.00 


5*858.01 


25.0 


.00 


10#473.75 


25.0 


.00 


7*015.93 


25.7 


.00 


7*175.25 


24.7 


.00 


1 1 1 *649. 1 7 


25.9 


.00 


2*431 .23 


24.9 


.00 


6*516.00 


25.0 


.00 


7*219.44 


25.0 


.00 


7*030.26 


24.7 


.00 


1 22*410.76 


24.3 


.00 


4*834.14 
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.00 
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25.8 
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25.0 



At/AILABLE 
BALANCE 



435*470.93 
5*275.40 
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21 *043.n 
22*435.00 

4 15*427.25 
10*940.20 
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31 *421.25 
23*235.10 
21 *775. 75 

318*064.83 
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381 #093.24 
14*501.86 
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21 *775. 75. 
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Fig. 5. Report of expenditure by object 
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BUDGET 



REVISED 
3J5GET 



ENCUMBRANCE 
TO DATE 



PERIOD ENDING: 11-33-B2 FT 83 

EXPENSE 

TO DATE Z EX» 



PROGRA,vi 104.000 REGIONAL OCC UP A T 1 0>J A L PROG/CENTER 



AVAILABLE 
3ALANCE 



1 1 10.00- 


301-104.000-6-104-4 CLASSROOM TEACHER 


80^267.00 


81/322.00 


.00 


20/066.61 


24.6 


61 /255. 39 


1110 


* TOTAL CLASSROOM TEACHER 


80^267.00 


81 / 322 .00 


.00 


20/066.61 


24.6 


61/255.39 


1110 


** TOTAL CLASSROOM TEACHER 


80/267.00 


81 /322.00 


.00 


23/066.61 


24.6 


61/255. 39 


1171 .00- 


301-104.000-6-104-4 SUB T E A C H 5 R - I LL N E S S 


1 /003.00 


1 /308.03 


.00 


144.03 


14.2 


864.00 


1 1 71 


* TOTAL SUB TEACHER-ILLNESS 


1 /008.D0 


1 /305.00 


.00 


144.03 


14.2 


864.00 


1 1 70 


» * TOTAL SUB TEACHER 


1/OOS.OO 


1 /008.00 


• 00 


144.03 


14.2 


864. 03 


1 1 on 


*»» TOTAL TEACHERS 


81/275.00 


82/330.00 


.00 


20/210,61 


24.5 


62/119.39 


1000 


*••* TOTAL CERTIFICATED SA-ARY 


81/275.00 


82/330.03 


• 00 


20/210.61 


24.5 


62/119.39 


31 10.00- 


•301-104*000-6-104-4 STRS TEACHERS 


6/462.00 


6/546.00 


.00 


1,911.73 


29.2 


4/634.27 


3110 


• TOTAL STRS TEACHERS 


6/462.00 


6/546.00 


.00 


1/911.73 


29.2 


4/634.27 


3110 


•* TOTAL STRS TEACHERS 


6/462.00 


6/546.33 


.00 


1/911.73 


29.2 


4/634.27 


3100 


*♦* TOTAL STRS 


6/462.00 


6/546.00 


.00 


1 /911 .73 


29.2 


4/634. 27 


3410.00- 


-301-104.000-6-104-4 H&A TEACH/AIDES 


6/0'9D.OO 


5/480.00 


.00 


2/227.73 


40.6 


3/252,27 


3410 


* TOTAL H&W TEACH/AIDES 


6/090.00 


5/483.00 


.00 


2/227.73 


43.6 


3/252. 27 


3410 


»» TOTAL H&W TEACH/AIDES 


6/090.00 


3/480.00 


.00 


2/227.73 


43. 6 


3/252.27 


3400 


*»* TOTAL HEALTH & WELFARE 


6/090.00 


5/480.00 


.00 


2/227.73 


43.6 


5/252.27 


3510.00 


-301 -1 04 . 000-6-1 04-4 U/I T E A C H E R S/ A I D E S 


1 54.00 


1 56.33 


.00 


38.37 


24.5 


117.63 


3510 


» TOTAL U/I TEACHERS/AIDES 


154.00 


156.33 


.00 


38.37 


24.3 


117.63 


3 510 


TOTAL U/I TEACHERS/AIDES 


154.00 ^ 


1 56.03 


.00 


38.37 


24.5 


117.63 


3500 


»»» TOTAL UNEMPLOYMENT INS 


154.00 


1 56.00 


.00 


38.37 


24.5 


117.63 


3610.03 


-301 -1 04 .000-6-1 04-4 W/C T E A C HE R S / A 1 D E S 


569.00 


461 .30 


.00 


19-6.03 


42.5 


264.97 


3610 


* TOTAL W/C TEACHERS/AIDES 


569.00 


461 .00 


.00 


196.33 


42.5 


264.97 


3610 


TOTAL W/C TEACHERS/AIDES 


569.00 


461 .00 


.00 


196.03 


42.5 


264.97 


3600 


TOTAL WORKERS'COMP 


569.00 


461 .00 


.00 


196.03 


42.5 


264.97 


3000 


TOTAL EMPLOYEE BENEFITS 


1 3/275.00 


12/643.00 


.00 


4,373.86 


34.5 


8/269.14 




Fig. 6 


. Report of expenditure by program 
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PROGRAM WITHIN LOCATION 3Y OBJECT 
SUMMARY TO THE itJH DIGIT OF OBJECT 



REPORT no: 8FN0507D PAGE 189 
REPORT DATE: 12-32-12 TIME 19:00 



PERIOD ENDM6: 11 -50-82 FY 



85 







ADOPTED 


RE\/ISED 


ENCUMBRANCE 


EXPENSE 


AV/A ILA8LE 






BUDGET 


' dUDGET 


TO DATE 


TO DATE X EXP 


BALANCE 


PR0GRA»1 


543.000 GIFTED & TALENTED 












1172.00- 


106-5 4 3.000-3-54 3-4 SU3 T C H R-NON- I LL NE S 


103.00 


103.03 


.00 


.33 


103.00 


11 72 


♦"total sua TCHR-NON-ILLNES 


100.00 


103.00 


.00 


• 03 


100.00 


1170 


** TOTAL SUB TEACHER 


1 03.00 


103.33 


.00 


• 03 


100.00 


1100 


*** TOTAL TEACHERS 


1 00.00 


1 00.03 


.00 


• 03 


100.00 


1300 


**** TOTAL CERTIFICATED SALARY 


1 00.00 


100.00 


.00 


.00 


100.00 


31 10.03- 


106-543.000-3-543-4 STRS TEACHERS 


1.30 


1.03 


.00 


• 33 


1 .03 


3110 


* TOTAL STRS TEACHERS 


1 .00 


1 .00 


.00 


.03 


1.00 


3110 


** TOTAL STRS TEACHERS 


1 .00 


1.00 


.00 


• 00 


1.00 


31 00 


*** TOTAL STRS 


1.00 


1 .03 


.00 


.33 


1.03 


3510.00- 


106-543. 000-3-5C3-4 U/I T C HE R S/ A I D E S 


1 .00 


1 .03 


.00 


• 33 


1 .03 


3510 


* TOTAL U/I TEACHERS/AIDES 


1.00 


1 .00 


.00 


• 03 


1 .00 


3510 


***TOTAL U/I TEACHERS/A OES 


1 .00 


1.00 


.00 


.00 


1.00 


3500 


*** TOTAL UNEMPLOYMENT INS 


1 .00 


1.00 


.00 


.03 


1.00 


361 0.03- 


106-543.000-3-543-4 W/C TE <^ C HE R S/ A I D E S 


1 .00 


1 . 00 


.00 


• 03 


1 .00 


3610 


* TOTAL W/C T E A C H E R S / A I !) E S 


1 .00 


1.00 


.00 


• 03 


1. 00 


3610 


** TOTAL W/C T E A CH ERS / A ID E S 


1 . 00 


1 . 00 


• 00 


• 03 


1.00 


3600 


*** TOTAL WORKERS'COMP 


1.00 


1 .00 


.00 


• 03 


1.00 


3000 


**** TOTAL EMPLOYEE BENEFITS 


3.00 


3.03 


.00 


• 03 


i.OO 


4310.00- 


1 06-5ji^. 000-3-543-3 INSTR SUPPLIES 


797.00 


.00 


.00 


• 03 


.00 


4310.03- 


106-543.000-3-543-4 INSTR SUPPLIES 


.00 


797.00 


.00 


• 03 


797.00 




* THTAI TUCTD CIlnDI TCC 


7Q7 ^ n 
fyf . J U 


fay n n 


. u u 


• UJ 


f y f . u J 


4310 


TOTAL INSTR SUPPLIES 


797.00 


797.03 


.00 


• 33 


797.03 


4300 


*** TOTAL INSTRUCTIONAL 


797.00 


797.00 


.00 


.00 


797.00 


4000 


**** TOTAL BOOKS/SPLYS/REPLACE 


797-00 


797.00 


«00 


• 03 


797.00 


5630.00- 


106-543.000-3-543-4 CONT FOR PERS SVCS 


100«00 


100.00 


.00 


• 00 


100.00 



Fig. 7. Report of expenditure by site 



General Fund Cash Flow 
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Beginning Cash Balance 

Sources of cash 
Federal income 

State apportionments 

Secured tax revenue 

Other local tax revenue 

Interest income 

All other income 

Tax anticipation loans 

Other loans and transfers 

Matured investments^ ^ 

Total sources 

Uses of cash 
Payroll 

STRS, PERS, OASDI 
Other expenses 
Debt service 
Investments 
Transfers and other 
Total uses 
EAdins cash balance 

3i 



July August September October November December January February March April 



May 



June 



Fig. 8. Report of cash flow 
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! ■ ■ 

Average Daily Attendance and Enrollment ^ 

^ Month Ending — 

Revenue limit 

Current month Year to date Budgeted Revised estimate Difference 

Enrollment a.d.a. Enrollment a.d.a. Enrollment a.d.a; Enrollment a.d.a. Enrollment a.d.a. 

' Regular 

Kindergarten ^ ^ 

Grades one through three 

Grades four through eight 

Grades nine through twelve 

Opportunity/ continuation 

Small school ^ 

Summer school 

Special education 

SSC without aide '. 

SSC with one aide (SH) 

SSC with one aide (NSH) 

SSC with two aides 

RSP without aide . T"- ^ 

RSP with one aide 

DIS ■ 

EWY without aide 

EWY with one aide (SH) ^ — 

EWY with one aide (NSH) 

EWY with two aides — 

Other programs 

Pregnant minors 

(+) Interdistrict attendance agreements 

(-) Interdistrict attendance agreements ' 

Total a.d.a. == - ■ ! == 



^ Fig. 9. Report of average daily attendance 3 
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DATE ie/01/82 



SOCIAL SECURITY 



DISTRICT 
EMPLOYEE NAME 



MAJOR OBJECT 2000 
MINOR OBJECT 2200 

2200 

MINOR OBJECT 2500 

2500 
2000 

725 

PROGRAM 726 
HAJOR 03JECT 2000 
MINOR OBJECT 2200 



2200 

MINOR OBJECT 2300 



• 2300 
2000 

726 

PROGRAM 727 
HAJOR 03JECT 2000 
MINOR OBJECT 2200 



2200 

MINOR OBJECT 2300 



POSITION CONTROL BY PROGRAM 

COUNTY SUPT OF SCHOOLS 

PCN# FAF-KEY ^.T.E, 

CLASSIFI ED SALARIES 

CLASSIFIED DISTRICT ADMINISTRATIVE 
02251 10-2210,00-700-72 5.000-8-72 5-4 
OBJECT SUBTOTAL 
CLERICAL 

02402 10-2 31 0.00-700-7 2 5.000-8-725-4 
OBJECT SUBTOTAL 
OBJECT TOTAL 



PROGRAM TOTAL 

DISTRICT FINANCIAL SERVICES 
CLASSIFI ED'SALARIES 

CLASSIFIED DISTRICT ADMINISTRATIVE 
10-223 0.00-700-72 6.000-9-726-4 
10-? 2 3 5. 00-700- 7 2 6. 000-9- 726-4 

OBJECT SUBTOTAL 

CLERICAL 

10-2 31 1.00-700-7 2 6.000-9-726-4 
10-231 1 .00-700-72 6.000-9-726-4 
10-231 1.00-700-726.000-9-726-4 
10-2 31 1 .00-700-7 26.000-9-726-4 
10-231 1.00-700-726.000-9-726-4 
10-2 31 1.00-700-7 2 6.000-9-726-4 
10-231 1.00-700-726.000-9-726-4 
10-231 1.00-700*726.000-9-726-4 
10-231 1.00-700-726*000-9-726-4 
10-2 31 1.00-700-7 26.000-9-726-4 
10-231 1.00-700-726.000-9-726-4 
10-2 31 1.00-700-7 26,000-9-726-4 
10-2 31 1 .00-700-7 26,000-9-726-4 
10-231 1.00-700-726,000-9-726-4 
10-231 1.00-700-726,000-9-726-4 
10-2 31 1.00-700-726.000-9-726-4 
10-231 1.00-700-726,000-9-726-4 
10-231 1,00-700-726.000-9-726-4 
10-231 1.00-700-726,000-9-726-4 

OBJECT SUBTOTAl^ 

OBJECT TOTAL j 

PROGRAM TOTAL 
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82-83 SALARY 83-84 SALAHY 



00381 
02253 



02254 
02255 
02268 
02257 
02258 
02259 
0226Q 
02261 
02269 
01051 
02263 
01052 
02264 
02266 
02267 
02256 
02270 
02262 
02265 



1.000 


S46#200 


1 .000 


S46#200 


1.000 


S2U576 


1.000 


S21#576 


C « U w U 


S67#776 


o n n n 
c . U JU 


%67 07 76 


1 .030 


$2 5^041 


1 .030 


$37^500 


2.000 


S62#541 


1 .000 


$1 7^064 


1 ,000 


$14^2 59 


1.000 


SI 9# 560 


1,000 


$ 1 7^064 


1.000 


e 1 7 . n ik /. 
« 1 r # U O** 


1 « UUU 


$1 5^024 


4 n o n 
1 . U JU 


$ 1 9# 5 60 


1 nnn 

1 . u u u 


$1 7#064 


1.000 


$1 4#418 


ilooo 


$13#5?4 


1.000 


$17#0o4 


1 nnn 

1 . u u u 


$1 2^270 


1,000 


$19#326 


1.000 


$19^560 


1.000 


$1 4^493 


1.000 


$10^704 


1,030 


$10^704 


0,000 


$4^062 


0.000 


$3^684 


1 7.000 


S?76^468 


19.000 


$339^009 


19.000 


$339#009 



02594 
00363 



00046 
00333 



INTERNAL SERVICES 

CLASSIFI ED SALARIES v 

CLASSIFIED DISTRICT ADMI NI S TR^I VE 

10-22 3 0.30-700-7 2 7,000-8-727-4 1.000 $2 3^665 

10-22 3 5.00-700-7 2 7,000-8-727-4 1.000 $3 7^500 

OBJECT SUBTOTAL 2,000 $61#165 

CLERICAL 

10-2 31 1.00-700-7 2 7.000-8-72 7-4 1,000 S16#248 

10-2 31 1.00-700-72 7.000-8-727-4 1.000 tl 7#064 
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i Fig. 10. Position control by program 




Code 




1 7S 
1 / J 


181 


187 


313 


330 


352 


38! 


397 


415 


423 


427 


439 


452 


483 


508 


528 


560 


640 


670 


712 


713 


715 


719 


731 


732 


733 


750 


770 


840 
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1510 Counselors 
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1530 Psychologists 
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5.0 


loZu iNurscs 
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J.U 






















3.7 


1710 Superintendent 










































1 
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i.o 


1740 Assistant superintendent 
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i.o 


1820 Director of Administrative Services 
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i.o 


1900 Other certificated personnel 

































































































































Other Certificated PTE 










AS 


.1 


.1 


.55 


.! 


.5 


1 




.4 


3 


19 


.5 


.8 




8.4 


3.1 


1.6 


1 




A 














40.7 


































































2100 Instructional aides 










6.38 


2 


.38 


5 
















27.9 


6.9 




























48.56 


2250 Business manager 














































1 
















1.0 


2270 Supervisor _ — ' 














































1 




.3 


.3 


.1 


.3 






2.0 


2310Xi^^€atronTce 










.15 


A 


.1 


.15 


.1 


.5 


.4 


.1 


A 


2.5 


19 


■ .4 


.2 




.« 


1.6 


1.7 


2 


8 


.\ 


.3 


.3 


.1 


.3 




.2 


39.5 


"^410 Maintenance and operations 


















































9 


5.3 


.9 


42.1 


.1 


1.1 


58.5 


2510 Food service 
































































2610 Transportation 


























































.5 




.5 


2910 Other classified personnel 












































I 












I 






2.0 


































































Classified *FTE ^ 










6.53 


2.1 


.48 


5.15 


.1 


.5 


.4 


.1 


A 


2.5 


19 


28.3 


7.1 




.8 


1.6 


1.7 


3 


10 


.1 


9.6 


5.9 


I.l 


43.7 


.6 


1.3 


152.06 



Fig. 11. Personnel status report . 
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Cost Project Report 



District 



Special project or program title 



Fiscal year 



Fund 



1. Enrollment , . 

2. Average daily attendance (a.d.a.) 

3. Teachers (full-time equivalent) 

4. Other certificated employees (full-time equivalent) 

5. Classified employees (full-time equivalent) . . . 

Direct costs 

6. Certificated salaries 

7. Classified salaries 

8. Employee benefits • 

9. Books and supplies 

10. Equipment replacement 

11. Contracted services i 

12. Other \ 

I3r Subtotal (lines 6 through 12) 

14. Capital outlay '..^ 

15. Total direct costs (lines 13 andrH^ 

^ - - - ^ " 

Direct support /charges 

16. Instructional administration and media 

17. Special projects 

18. Pupil services 

19. General support 

20. Capital outlay for direct support charges 

21. Auxiliary services 

22. Total direct support charges 

23. Total direct costs and direct support charges 
(lines 15 and 22) 



Budget year 



Second year 



Third year 



Indirect support charges 

24. Total indirect support charges (percentage of 
remaining costs in lines 16, 17, 18, 19, and 20 
allocated to this program) 

25. Total costs (lines 23 and 24) 



Revenue sources 



7 



26. Federal 



27. State 



28. County 



29. Local 



30. Total revenue 



Fig. 12. Cost projection report 
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COUNTY 

DISTRICT 28 NE 



EN UNIFIED 



FUND 



10 GEN6RAL 



COUNTY SUPERINTENDEMT OF SCHOOLS 
FINANCIAL APPLICATION 
FINANCIAL f>OSITION ANALYSI.S 
BY FU-^D 



REPORT NO: 8PN03UA PA6€ 1 
REPORT DITE: 12-32-82 TIME 19:33 

PERIOD CNDCNG: 11-33-82 PV 83 



INCOME 



liquid assets 
/ accounts receivable 
liabilities* etc. 
t>6tal beginning balance 

. _ F£J)lflAL IMCOIIE 

COMBrNEb~ST ^ FED 

STATE INCOME 

COUNTY INCOME 

LOCAL INCOME 

INCOMING TRANSFERS 
TOTAL INCOME 

TOTAL INCOME ♦ BEGINNING BALANCE 





A i\ n DT c r\ 
A DU r 1 t D 


REVISED 
















BALANCE 




BUDGET 


3UDGET 




P-T-D 




Y-T-D 










992/445.00 


992/445.00 




.00 




992/445.00 


133.0 


X 




1 77/569. 77 




.00 


.00 




27/922.20 




177/569.77- 




* 






• 00 


.00 




233/697.77 




434/499.44- 




* 




434/499*44 




992/445.00 


992/445.03 




261/619.97 




383/375.79 


38.3 


X 




SI 2#069.21 




685/116*0.0 


_726/477.'00 . 




12/666*_S9_ 




140/377*49 


19,3 


X 




586/099.51 




.00 






.00 




.03 




* 




/247/653.01 


16 


/952/715.00 


16/952/715.00 


2/ 


724/492.99 


6 


/685/061.99 


39.4 


X 


13 




1 3/253.00 


13/250.00 




.00 




• 03 




X 




13/253.00 




/465/847.d0 


4/535/847.00 




298/563.45 




651/315.81 


14.3 


X 


3 


/88<»/531.19 




33/000.00 


•33/000.00 




.00 




.00 




X 




33/000.00 


22 


/149/928.00 


22/261/289.03 


3/ 


035/725.33 


7 


/476/755.29 


33.5 


X 


14 


/784/533.71 


23 


/142/373400 


23/253/734.00 


3/ 


297/343.30 


7 


/857/131.08 


35.7 


X 


1 5 


/396/632.92 



EXPENDITURES 



CERTIFICATED SALARY 
CLASSIFIED SALARIES 
EMPLOYEE BENEFITS 
BOOKS/SPLYS/REPl ACE 
SERVICE & CONTRACTS 
CAPITAL OUTLAY 
TOTAL"EXFEJmTOTrS 



OTHER OUTGO 
TOTAL EXPENDITURBS OTHER OUTGO 

APPROP. FOR CONTINGENCY 
TOTAL EXP. ♦ OTHER OUTGO ♦ APPROP, 



12/465/277.00 
3/156/61S.00 
3/034/934.00 

887/299.00 
1/482/554.00 

1 1 4/222.00 

2T7r?:a/yua.xro" 



1/845/14B.00 
22/986/048.00 

1 56/325.00 
23/142/373.00 



12/568/544.00 
3/1 71/935.00 
3/02S/415.00 
934/121 .00 
1 /489/248.00 
1 03/346.00 



1/395/143.00 
23/1 91 /257.00 

62/477.03 
23/253/734.00 



1/098/812.35 
274/357.24 
547/019.37 
48/711.55 
103/465.83 
5/914.75 

r/U78/2 8nw 

.00 

2/078/281.09 
.00 

2/078/281.09 



3/421/038.71 
1 /157/296.53 
1/648/319.76 
335/448.85 
428/563.21 
31 /81 1. 88 

71/538.91 
7/094/017.85 

.03 

7/094/017.85 



9/147/505.29 
2/3U/638.47 
1/383;095.24 
591/672. 15 
1/363/684.79 
72/034.12 



27.2 X 
36.4 X 

54.4 X 
35.9 X 
28.7 X 

33.6 X 

32.9~t 14/275/633.06 

3.7 X 1/823/609.09 

30.5 X 16/397/239.15 

X 62/477.00 
33.5 X 16/1 S9/716.15 



ENDING BALANCE 



.00 



.00 



1/219/062.21 



763/113.23 



TOTAL 



23/142/373.00 23/2 53/734.00 



3/297/343.30 7/85 7/131.08 



(NOTE) 

THE ENDING 3ALANCE LINE IS AN INDICATION OF THE FHANC^AL 
POSITION OF THE DISTRICT. IF THE BALANCE IH THE V-T-D COLUMN IS 
NEGATIVE/ THE DISTRICT MUST TAKE STEPS TO R E D UC E EX PE N D I TUR E S AND 
GENERATE INCOME. IF THE FIGURE IS POSITiVE THERE ^AY NOT 3E A 
MAJOR CONCEi^N. 

************************************************************************ 



Fig. 13. Financial position analysis 



Chapter IV 

Budgeting Special Funds 



In addition to the General Fund discussed in Chap- 
ter II, there are several special funds which districts 
may use for specific purposes. Although school dis- 
tricts may not find it necessary to use all of them, 
special funds are an important part of the school 
budget. Funds other than the General Fund that 
require budgetary control include the following: 



State fund 




number 


Fund title" 


li 


Bond Interest and Redemption 


111 


Building _ 


IV 


Special Reserve 


V 


State School Building and State School 




Building Lease-Purchase 


VI 


Cafeteria Account or Cafeteria Fund 


VII 


Child Development 


VIII 


Adult Education 


IX 


Other Special 


X 


Deferred Maintenance 



Special funds are established by school districts 
only where the law permits or requires that they be 
established. The separate identity of monies raised or 
allocated for special purposes, including year-end bal- 
ances, must be maintained and used for authorized 
purposes only. 

A given expenditure may be chargeable to several 
funds. For example, an expenditure for replacement 
of equipment or purchase of supplies (other than 
food) for a school cafeteria is normally made from the 
Cafeteria Account or Cafeteria Fund. If the fund is 
insufficient for this purpose, however, the expenditure 
may be made from the General Fund. Interfund 
transfers should be carefully analyzed and considered 
in budget preparation. 

Bond Interest and Redemption Fund (II) 

Education Code Section 15250 authorizes the county 
board of supervisors to levy a tax annually within a 
school district to provide for the interest and redemp- 
tion of all outstanding bonded indebtedness of the 



district. Government C )de Section 29043 directs the 
county auditor to provide the bonded debt service 
requirements for the levy. The responsibility for the 
administration of the fund rests with the county 
auditor. 

The Bond Interest and Redemption Fund is estab- 
lished for the sole purpose of payment of the interest 
and redemption of all outstanding bonded indebted- 
ness of a ('istrict. No other expenditures are autho- 
rized within the fund. The steps in budgeting the Bond 
Interest and Redemption Fund are described in the 
following^ paragraphs 

Beginning Fund Balance 

The beginning balance of the Bond Interest and 
Redemption Fund consists of the following: 

1. Accounts receivable 

2. Cash on deposit with the county treasurer, as 
well as cash awaiting deposit 

3. Government obligations and other legal invest- 
ments of the fund 

Fund Revenue 

The primary source of income to the Bond Interest 
and Redemption Fund is the local tax levy. However, 
interest received for the investment of the fund with 
the county treasurer, along with other sources of 
revenue, shall accrue to the fund. 

The amount of revenue to the fund must be suffi- 
cient to accomplish the following: 

1. Pay interest on indebtedness as it becomes due. 

2. Provide for the payment of indebtedness on or 
before it becomes due. 

3. Provide a reserve. 

In estimating interest and indebtedness, the district 
must provide the amounts that will become due up to 
the time of the first receipt of proceeds of the next 
following year's tax levy. At the time the revenue 
requirements for the fund are determined, a period of 
more than one year should be considered. 

The annual reserve may be provided to prevent 
wide fluctuations in the tax rates to support the fund. 
This fact is of particular interest to school administra- 
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tors concerned with the public relations aspect of tax 
rates. 

Fund Expenditures and Other Outgo 

The expenditure budget of the Bond Interest and 
Redemption Fund mainly reflects the amounts of 
interest to be paid and the principal to be retired dur- 
ing the fiscal year. The time span involved in this 
portion of the budget is different from that used in 
estimating revenue. Therefore^ an ending balance is 
needed because cash is required to pay those obliga- 
tions arising between July 1 and the next tax receipts, 
which generally are available in December. When the 
paying agent for an issue is other than the county 
treasurer, fees charged by the agent are chargeable to 
the Bond Interest and Redemption Fund. 

Building Fund (III) 

The Education Code provides for the establishment 
of a Building Fund through deposit in the county 
treasury of proceeds from the sale of school district 
bonds (Education Code sections 15100 through 15261) 
or through the transfer of General Fund monies. 
Community colleges should refer to Education Code 
sections 81800 through 81845. 

Legal Limitations 

Resources of the Building Fund may be used only 
for the purposes stated in the bond indenture at the 
time that the bonds were voted. Education Code Sec- 
tion 15100 provides that bonds may be voted for the 
following purposes: 

1. Purchasing school lots 

2. Building or purchasing school buildings 

3. Making alterations or additions to a school 
building or buildings other than those changes 
that may be necessary for current maintenance, 
operation, or repairs 

4. Repairing, restoring, or rebuilding any school 
building damaged or destroyed by fire or other 
calamity 

5. Supplying school buildings and grounds with 
furniture, equipment, or necessary apparatus of 
a permanent nature 

6. Making a permanent improvement of school 
grounds 

7. Refunding any outstanding valid indebtedness 
of the district, evidenced by bonds or state 
school building aid loans 

8. Carrying out the projects or purposes autho- 
rized in Education Code Section 39613 or 
81613 

9. Purchasing school buses that have a useful life 
expectancy of at least 20 years 

10. Demolishing or razing a school building with 
the intent of replacing it with another school 
building in the same place or in another place 



NOTE: With the passage of California Constitution 
Amendment XIII A (Proposition 13-1978), it is very unlikely 
that a district could add monies to the Building Fund by 
virtue of the sale of general obligation bonds. 

Steps in Budgeting 

The following steps should be followed in budget- 
ing for a Building Fund: 

1. Beginning balance. Cash in the county treasury 
and other assets of the Building Fund, such as 
cash collections awaiting deposit, investments in 
U.S. bonds, and accounts receivable, should be 
included in the beginning balance. Current lia- 
bilities included in the beginning balance should 
be Hmited to obligations for services already |yer- 
formed or to materials and equipment already 
received on or before June 30. No amount of 
liability should be undertaken for the uncom- 
pleted portion of work being performed by a 
contractor. 

2. Revenue, In anticipation of required revenue, 
the business officer should examine the building 
needs of the district. [Refer to Education Code 
sections 15102 through 15261 and to the section 
in this chapter entitled "State School Building 
Fund (V).'T In the examination the following 
should be taken into consideration: 

a. The amount of bond proceeds from bonds 
already authorized but not yet issued 

b. The income to be realized by reason of the 
sale or lease of real property of the district 
acquired previously from a building fund 
(Education Code Section 39363 permits such 
income to be placed in the General Fund.) 

c. Any property loss insurance indemnities 

3. Expenditures and transfers. Expenditures and 
transfers should be budgeted in accordance with 
the chart of accounts for the Building Fund. 

4. Ending balance. The ending balance should be 
predicted as accurately as possible to reflect the 
anticipated progress of the building program 
during the budget year. Accuracy in budgeting 
will help eliminate shortages in this fund. 

Special Reserve Fund (IV) 

Education Code sections 42840 and 85440 autho- 
rize a school district to establish a Special Reserve 
Fund for capital outlay purposes. The legal limita- 
tions of the fund are as follows: 

1. Funds may be derived from any source. 

2. The governing board establishes the fund by 
resolution, specifying the purpose or purposes of 
the Special Reserve Fund. 

3. The governing board may at any time file resolu- 
tions changing the purposes of the fund or with- 
drawing any purpose previously mentioned. 

1u 



4. The governing board may at any time, upon 
written request to the county superintendent of 
schools, county auditor, and county treasurer, 
have the money transferred back to the General 
Fund of the district, with the exception of com- 
munity college funds received as specified under 
Education Code Section 2106. 

5. The Special Reserve Fund is to be used for capi- 
tal outlay purposes only, including salaries of 
school district employees whose work is directly 
related to such capital outlay projects, except as 
provided for in Education Code Section 42842, 
which states that the "governing board may 
expend the money in the fund for the general 
operating purposes of the district." 

The governing board may appropriate and expend 
the money in the Special Reserve Fund solely for the 
purpose or purposes specified in the resolution estab- 
lishing the fund. 

State School Building Fund (V) 

The State School Building Aid Law of 1952, 
together with later enactments, makes available to 
qualifying school districts the funds needed to help in 
the purchase and development of school sites and the 
construction and equipping of buildings. Education 
Code sections 16000 through 16414 provide the legal 
basis for the apportionment of these funds by the 
State Allocation Board to the school districts. Dis- 
tricts that qualify for the aid must include in their 
budgets a State School Building Fund (Education 
Code Section 16093). The purpose of establishing the 
fund is to guarantee that all revenues and expendi- 
tures from the fund are properly accounted for. The 
monies deposited to this fund are apportionments 
from the State School Building Fund, district contri- 
butions, and federal grants. 

State Apportionments 

Apportionments from the State School Building 
Fund are made by the State Allocation Board. A dis- 
trict's eligibility for these apportionments is estab- 
lished on the basis of qualification. 

District Contributions 

District contributions include funds raised through 
the sale of bonds, funds derived from the levy of a tax 
rate authorized by Education Code Section 39230, 
and the transfer of any funds available to the district. 
These transfers arc made as required by the State 
Allocation Board as a condition of the district's par- 
ticipation in the state school building aid program. 
(Education Code Section 39230 was repealed by the 
Statutes of 1977.) 



Federal Grants 

Federal funds may be secured under Public Law 
81-815 by eligible districts. When such funds are 
received by a district, they may be used to reduce the 
amount allocated by the state from the State School 
Building Fund. 

Expenditure Requirementii 

Any apportionment paid to a school district and 
deposited in the State School Building Fund is^ail- 
able for expenditure for not less than one ycar'nm- 
more than three years as the State Allocation BoarcL 
shall determine. For the purposes of determining 
availability for expenditure, the funds are considered 
to be expended through the encumbrance of the funds 
on deposit in the county treasury by the creation of a 
valid obligation. After the period of availability, the 
unencumbered balance becomes due and payable to 
the state. 

Each district that secures state building funds will 
receive detailed instructions from the Local Assis- 
tance Bureau in the State Department of Education 
and must make detailed reports as required. Each proj- 
ect that is approved must be maintained, accounted 
for, and reported on an individual project basis. The 
State Controller and the Local Assistance Bureau 
audit the fund to determine whether the money 
received by the district has been expended for the 
purposes authorized by the State School Building Aid 
Law. These audits are conducted on a project basis, 
and they emphasize the need for an extensive account- 
ing system and firm budgetary controls of revenue 
and expenditures. Only costs charged directly to the 
fund will be considered in determining the audited 
costs. 

Repayments to the state on loans made to the dis- 
trict are based on a given number of years and arc 
limited by the assessed valuation of the district and 
the annual amount of taxes required to service the 
eligible bonded debt of the district. Each year the 
amount due is withheld from the district's regular 
state apportionment, and the district is permitted to 
levy a tax to raise an amount equal to the amount 
withheld by the state. 

Disposition of the proceeds of the sale and/ or lease 
of property acquired through the use of state school 
building monies is determined by state procedures and 
guidelines established by the Local Assistance Bureau. 

NOTE: It must again be pointed out that new votpr- 
obligatcd contributions to the State Building Fund arc 
limited by Amendment XilIA of the State Constitution. 

Cafeteria Fund or Account (VI) 

Education Code sections 39870 through 39902 pro- 
vide for establishing the Cafeteria Fund or Cafeteria 
Account. The choice of using a Cafeteria Fund or 
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Cafeteria Account remains with the district. If a 
Cafeteria Fund is maintained, the money is paid into 
the county treasury; if a Cafeteria Account is main- 
tained, the money is deposited in a bank or banks. In 
either case the following rules pertain: 

1. The money may be used only for expenditures 
necessary for operating the cafeterias. 

2. Meals for needy pupils shall be paid from the 
Cafeteria Fund/ Account and are reimbursed by 
the General Fund by transfer. An exception is 
made when donations are made directly to the 
Cafeteria Fund /Account for this purpose. 

The following paragraphs describe the steps to be 
followed in budgeting for a Cafeteria Fund/ Account. 

Beginning Fund Balances 

Cash in the Cafeteria Fund/ Account, cash collec- 
tions awaiting deposit, accounts receivable, and stores 
and prepaid expense should be included in the begin- 
ning balance of the Cafeteria Fund. Current liabilities 
must be included in the beginning balance and must 
be limited to obligations for services already per- 
formed or to materials and supplies received on or 
before June 30. If a cash reserve for the replacement 
of equipment has been maintained, debit balances 
should equal the credit balance of the accumulative 
equipment replacement reserve. 

Fund Income 

Cafeteria Fund revenue is derived from cafeteria 
sales, federal subventions, interest, donations, and 
General Fund special taxes raised to provide free 
meals for needy pupils. The following should be con- 
sidered when anticipating revenue for the cafeteria: 

1. Past student attendance and participation patterns 

2. The amount of cash that will accrue from the 
sale of mfeals to eligible adults 

3. Billings to the General Fund and other sources 
for free meals 

4. Federal subventions, including (a) specified 
amounts of money provided for meals that meet 
given standards; (b) total meal reimbursement 
for free meals and reduced-price meals; and (c) 
the value of certain food items that are secured 
by paying only the cost of transportation 

If an estimate of total income from sales, federal 
subventions, and donations is less than a reasonable 
estimate of proposed expenditures, a balanced budget 
may be achieved by charging against the General 
Fund a portion of estimated expenses (other than for 
food). This action would be taken only by a board 
resolution and would be budgeted in accordance with 
the provisions of the California School Accounting 
Manual 



Fund Expenditures 

Expenditures from the Cafeteria Fund/ Account 
include those required for the following purposes: 

1 . Salaries. All salaries are charged to the General 
Fund (Education Code Section 39902). The 
charges may be transferred to the Cafeteria 
Fund/ Account later. 

2. Employee benefits. These may include contribu- 
tions to the district health and. welfare programs, 
employee retirement funds, and msurance charges. 
These benefits shall be paid by the General Fund 
but may be reimbursed by th^ Cafeteria Fund/ 
Account. 

3. Food. All food must be purchased with the 
Cafeteria Fund/ Account. No General Fund mon- 
ies may be used for purchasing food for use in 
the cafeteria program. 

4. Operating supplies and expenses. Such items as 
utilities, laundry, and fuel are included here. 

5. Repairs and replacement of equipment. Repairs 
to existing equipment and replacement of equip- 
ment with equipment of approximately equal 
value are allowable as cafeteria expense. 

6. Other food services. This includes costs for gro- 
ceries and services to provide supplementary 
food service otHer than regular meals; for exam- 
ple, snack bar expenses. 

7. Capital outlay. Equipment may not be charged 
against capital outlay of the Cafeteria Fund/ Ac- 
count for the original purchase and should there- 
fore be charged to the General Fund. Special 
provisions provide for funding central kitchens 
in certain-sized districts (Education Code sec- 
tions 39891 and 39900). 

Ending Fund Balance 

The ending fund balance includes (1) all cash in the 
county treasury for the Cafeteria Fund or the cash in a 
bank or banks for the Cafeteria Account; (2) cash 
collections awaiting deposit; (3) accounts receivable; 
and (4) stores and prepaid expense. Current liabilities 
and the accumulative equipment replacement reserve 
must be deducted to arrive at a net ending balance. 

Child Development Fund (VII) 

The governing board of each agency in which a 
child care and development program is funded by the 
State Department of Education must establish a fund 
to be known -as the Child Development Fund. All 
monies received for, or from the operation of, the 
child development program must be paid into this 
fund; all costs incurred in the operation and mainte- 
nance of such programs must be paid from the Child 
Development Fund. All agencies must mailltain all 
monies received from the Department in^tt interest- 
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bearing account. All interest earned oi 
must be paid to the state. 



Fund Budgeting— Apportionments 

Monthly Child Development Fund apportioViments 
are calculated approximately five to six weeks in 
advance, based on the contractor's monthly repoil^of 
child days of enrollment and other available data. TRJie 
State Department of Education reserves the right 
reduce or withhold any apportionment if the contrac- 
tor's monthly report is deHnquent or if the report indi- 
cates that the level of services to children is not 
commensurate with the amount of funds apportioned, 
to date. 

Agencies can expect to receive an advance appor- 
tionment at the beginning of each operating month 
except for the months of July and August. No funds 
will be released until a fully executed and approved 
contract is on file with the Department. 

Each year a contract is executed between the state 
and the district for child development services. This 
contract specifies the level of service to be provided 
and the amount of reimbursement. The current con- 
tract should be reviewed and the person responsible 
for delivering the services should be contacted for 
information about the nature of the program and any 
changes in the budget year. 

Apportionments are remitted to the county treasury 
to the fund of the district, based on periodic reports of 
attendance hours. Any balance due after year-end 
reports of total attendance hours and fees collected 
should be established as an account receivable. 

In the determination of "costs" for the purpose of 
claiming maximum apportionment allowances, provi- 
sion is made for a portion of district overhead. Capital 
outlay costs are not allowed unless they are specifi- 
cally approved. 

Fund Budgetmg— Expepditures 

All costs incurred in the maintenance and operation 
of child development services are paid from the Child 
Development Fund. 

Adult Education Fund (VIII) 

Any district which operates an adult education pro- 
gram must, under the provisions of Education Code 
Section 52616(d), estabHsh a fund for the purpose of 
recording all adult education income and expenditures. 

Monies in the Adult Education Fund may be 
expended only for adult education purposes. Monies 
received for programs other than adult education may 
not be transferred to the Adult Education Fund or 
expended for adult education. 

Districts receive one consolidated apportionment 
for regular a.d.a. and adult a.d.a.; this apportionment 
is deposited in the district's General Fund. The district 



state funds must abate revenue account 861 1 of the General Fund 
by the amount generated for concurrently enrolled 
and mandated adult a.d.a. and credit that amount to 
revenue account 8611 in the Adult Education Fund. 

All other budgeting and accounting activities of the 
Adult Education Fund must conform to the require- 
ments of the California School Accounting Manual 

Other Special Funds (IX) 

Current statutes provide for the establishment of 
^ certain other special funds, including the Property 
\ Use Trust (Education Code Section 4147) and self- 
insurance for property, liability, and workers' com- 
'pensation (Education Code Section 39602). 

For a Property Use Trust Fund, income from prop- 
erty taxes is treated in the same manner as the General 
Fund and monies are transferred to the Bond Interest 
and Redemption funds of the component districts. 

For an Insurance Fund all revenue except interest 
earned is transferred from the General Fund (object 
7390) to the Insurance Fund (object 8990). Expendi- 
tures or transfers from the Insurance Fund shall be 
recorded in object 7390 and recorded in object 8990 in 
the fund in which the loss occurred. The Insurance 
Fund is not to be used to record district contributions 
to employee retirement systems. 

Deferred Maintenance Fund (X) 

Education Code sections 39618 through 39619.5 
provide for the establishment of a fund for major 
repair or replacement of plumbing, heating, air condi- 
tioning, and other items that may be approved by the 
State Allocation Board. 

When a five-year plan is approved by the State 
Allocation Board, a district is eligible to participate in 
the Deferred Maintenance Program. The district shall 
transfer from the General Fund to the Deferred Main- 
tenance Fund an amount equal, to the adjusted base 
year's maintenance of effort. The maximum amount a 
district is eligible to receive on a matching basis is 
one-half of 1 percent of its General Fund budget, 
exclusive of capital outlay and debt service for match- 
ing purposes. The State Allocation Board must allo- 
cate to the district a matching amount of money. The 
expenditure of mdney from the fund must be for only 
those activities set forth in the five-year plan. 

The Deferred Maintenance Fund is established by 
transferring funds from the General Fund (object 
7350) to the Deferred Maintenance Fund (object 
8950). State income is recorded in the Deferred Main- 
tenance Fund (object 8693). 

Expenditures against the fund must be recorded in 
a manner similar to General Fund expenditures. 

An approved five-year plan may be revised annu- 
ally and resubmitted to the State Allocation .Board for, 
approval. 
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Chapter Summary 

Administration of the district budget may involve 
several types of special funds, each of which has a 
purpose clearly apart from the General Fund. Expen- 
ditures may be paid from one or more of the special 



funds; therefore, the interrelationships between the 
funds should be analyzed carefully. Monies from a 
special fund may be expended only for the purpose for 
which the fund was established. 
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Chapter V 

Planning the Long-Range Budget 



The educational program offered by a school dis- 
trict should be planned so that objectives to meet stu- 
dent needs will be attained during each fiscal year and 
so that orderly progress will be made in achieving 
long-range goals. The budget for the district should 
contain the provisions needed for both of these 
functions. 

In the planning of a budget to support programs 
extending over several years, it is necessary to deter- 
mine carefully what is needed for the desired program. 
This determination can be made by analyzing pro- 
gram goals to ascertain the steps that need to be taken 
to accomplish those goals. Generally, considerations 
sych as the following are involved in long-range pro- 
gram planning: 

1. Patterns of organization 

2. Class size 

3. Curriculum offerings 

4. Curriculum support, such as supplies, books, 
and audiovisual materials 

5. General supervision or special area consultant 
services 

6. Special programs, such as those for the physi- 
cally handicapped, mentally retarded, education- 
ally handicapped, and mentally gifted 

7. Special services, such as health and guidance 
services 

A schedule should be established after the program 
goals have been analyzed and after the requirements 
for meeting them have been determined. The schedule 
must clearly demonstrate the order in which the goals 
are to be achieved. 

Budget Clarification 

Since categorical programs are receiving more and 
more emphasis, general-purpose monies and categori- 
cal monies must be kept separate when a district is 
making a long-range budget projection. Special edu- 
cation monies, federal and state funded projects, and 
all other projects and grants should be taken into con- 
sideration separately so that general-purpose data 



appearing in the projection will be comparable from 
year to year. 

Factors Affecting Expenditures 

Expenditures are influenced by (1) student popula- 
tion trends; (2) number, capacity, and location of 
facilities; (3) repair, preventive mainvjnance, and 
remodeling; (4) economic conditions; and (5) person- 
nel policies. 

Student Population Trends 

* Changes in population present a major problem in 
budget planning, and multiyear projections of enroll- 
ments should therefore be considered. Data regard- 
ing the district's population of school-age and preschool- 
age children should be used in predicting the needs for 
staffing, facilities, and services. 

In any projection of school district enrollments, fac- 
tors to be considered include (1) number of preschool- 
age children; (2) birthrate trends; (3) population 
trends; (4) industrial and commercial developments; 
(5) plans for housing developments; (6) plans of pri- 
vate schools; and (7) potential changes in district 
boundaries. Attention should also be given to current 
legislation affecting student enrollments (for example, 
the voucher system). 

The number of preschool-age children in the district 
can be determined by a continuing census of the dis- 
trict. In the analysis of factors other than -preschool- 
age children, particular attention should be given to 
locally collected data. Data can be secured by contact- 
ing those local governmental agencies and businesses 
interested in population change. For example, valu- 
able information can be obtained from planning com- 
missions, which base their decisions on data they 
collect, as well as on data compiled by public utilities. 

Any increase or decrease in school population will 
affect many aspects of the budget. For example, the 
amounts budgeted for teachers* salaries, retirement 
contributions, and supplies will change as enrollment 
changes. It is of the utmost importance that the enroll- 
ment (converted to a.d.a.) used for revenue projec- 
tions be in line with enrollment used for staffing for 
salaries in the budget. On the other hand, amounts 



33r 

5. 



budgeted for custodial and maintenance services may 
not change in direct proportion to enrollment. Figure 
14 on page 36 illustrates a convenient work sheet on 
which to tabulate the data and factors. 

The number of employees needed will be deter- 
mined by student population trends and by the extent 
to which programs are expanded, maintained, or cur- 
tailed. However, the type and extent of some support 
services may be determined more by the educational 
program than by student population. 

Number, Capacity, and Location of Facilities 

School population projections provide the basis for 
determining the extent and timing of the building pro- 
gram or of closure of facilities. Long-range planning is 
essential in meeting the need for sites and strategically 
located facilities of adequate size. 

The budgeting process should involve consideration 
of two types of problems connected with facility 
needs— nonrecurring costs and recurring costs. Typi- 
cal nonrecurring costs include staff and consultant 
time for (1) planning the construction or closing of 
schools; (2> bond elections and bond sales; (3) pur- 
chase or sales of facilities or sites; and (4) purchase, 
disposal, or redistribution of equipment, supplies, 
books, and so forth. Typical recurring costs include 
(1) staff salaries and benefits; (2) supplies; (3) utilities; 
(4) maintenance; and (5) insurance. 

Repair, Preventive Maintenance, and Remodeling 

A systematic program of repair, preventive mainte- 
nance, and remodeling of district buildings and equip- 
ment is essential. The program should be carried out 
on a multiyear schedule and should provide for 
improving, repairing, and remodeling existing physi- 
cal plants as needs become apparent. 

Schedules for the maintenance and replacement of 
equipment must be established to avoid serious finan- 
cial impacts. The useful life of equipment can be 
predetermined, and equipment should correspond- 
ingly be replaced on a long-term scheduled basis. 

To project multiyear costs for areas outside of 
salaries and benefits, a district should have on file 
detailed information from each budget/ program ad- 
ministrator. The validity of this information is depen- 
dent on the budget/ program administrator and the 
careful review by the budget office. Consideration 
should be given to inflation, equipment replacement, 
and new equipment needed for growth. When growth 
demands the addition of staff, it is easiest to handle 
the inclusion of start-up costs separately (see Figure 
15 on page 37). 



suddenly faced with the problem of expenditures 
exceeding available resources. The final step in plan- 
ning is to forecast prioritized needs within the finan- 
cial resources that will be available. 

Personnel Policies 

The importance of the governing board's policies 
regarding personnel is emphasizfe^^ by the fact that 
salaries and related benefits constitute the major part 
of the district's operating expense. An analysis of the 
effect on future budgets of policies regarding salaries 
and related benefits is exceedingly important. 

Budget requirements, both current and long-range, 
must include provisions for such personnel items as 
(1) salaries; (2) retirement; (3) heahh and welfare 
benefits; (4) sick leave; (5) other leaves and benefits; 
and (6) in-service training. 

To calculate long-range projections for salary 
amounts, budget planners should first determine if an 
increase or decrease is expected in staffing in future 
years. For certificated employees this calculation can 
be determined by projecting enrollments; and from 
the enrollments, the number of staff can be deter- 
mined on the basis of the district's negotiated or sug- 
gested pupil-teacher ratio (see Figure 16 on page 38). 
For classified employees it may be necessary to sur- 
vey administrators or program managers to determine 
if they anticipate increases or decreases in classified 
staff. Projected yearly salary increments and nego- 
tiated yearly salary increases must be determined. Of 
course, the amount of the projected increases or 
decreases in these items will be dependent on the 
available income. After these three major items have 
been decided upon, it is possible to list current /base 
year salary amounts by coding, apply (add or subtract) 
the three projected amounts affecting the base year, 
and determine the first successive year salaries. From 
this point the process may be repeated, and it is pos- 
sible to determine any number of successive years' 
salary projection amounts (see Figure 17 on page 39). 

To make long-range projections for benefits, plan- 
ners must determine percentages or amounts for five 
major areas. These areas are certificated and classi- 
fied employee retirement, social security, unemploy- 
ment insurance, workers' compensation, and any 
insurance or other Health and wetfare benefit amounts 
allotted to employees. After these amounts are deter- 
mined, the percentage amounts can be multiplied 
times the projected salaries; or the insurance amounts 
can be multiplied by the projected number of em- 
ployees covered. These amounts can be recorded on a 
work sheet (see Figure 18 on page 40). 

Factors Affecting Income 

An analysis must be made of the district's ability to 
finance the current educational program. Long-range 
predictions of income must be undertaken to indicate 



Economic Conditions 

Predictions of economic trends are difficult to 
make; yet, budget planners need to consider carefully 
the trends in cost indices so that the district will not be 
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(1) the feasibility of the program objectives under the 
existing patterh of financial resources; (2) the need for 
planning changes in the financial program of the dis- 
trict to secure the funds required for the educational 
program; (3) the need for planning changes in the 
educational program; or (4) the need for changing 
both the financial and the educational programs. 

Districts may find it difficult to establish a long- 
range plan until the income pattern has been estab- 
lished. It is essential that at an early point governing 
boards, administrators, and staff recognize the neces- 
sity for appropriate financial support in the planning 
program and be sensitive to the constraints imposed 
by the following sources of revenue: (1) ending bal- 
ance; (2) federal; (3) state; (4) county; (5) local; and (6) 
miscellaneous. Figure 19 on page 41 is a revenue work 
sheet designed to facilitate the projection of income. 

Ending Balance 

The ending balance fr^r the current year will be the 
beginning balance for the budget year. When looking 
toward future years, budget planners need a good 
method for projecting the ending balance. The follow- 
ing is a checklist of the major items to be considered: 

1. Salaries. Is this year's budget appropriated cor- 
rectly on the basis of the projected salary expen- 
ditures through June 30? 

2. Fringe benefits. Is this year's budget appro- 
priated correctly on the basis of the projected 
fringe benefit expenditure through .Tunc 30? 

3. Income computation. In checking all sources, 
does the actual income received vary from the 
amounts that were estimated? 

4. Liabilities. Are liabilities running higher or lower 
than the amounts that were established? 

5. Accounts receivable. Are the amounts received 
running higher or lower than the amounts that 
were established? 

6. Utilities, insurance, and so forth. Are utilities 
being appropriated at actual expenditure? Are 
other major accounts being expended in the 
amounts predicted? 

7. Instructional programs. Are accounts being spent 
at a rate that will use all appropriated funds by 
June 30, or will there be balances that will need 
to be carried forward for ongoing programs? 



8. Prior year ending balance adjustments. Was the 
district's estimated beginning balance this year 

- on target? Why not? Include any adjustments 
that must be made to the district's budgeted 
beginning balance to bring it to the actual begin- 
ning balance. 

9. Changes since budget adoption. Note the effects 
of any legislation that may have a financial 
impact on the budget. Note any effects of 
increased or decreased programs: also, note any 
fixed costs that may be increasing or decreasing. 

A sample long-range ending balance recapitulation 
form is shown in Figure 20 on page 42. 

Revenue Sources 

An extensive review of the various sources of 
revenue is included in Chapter II. In preparing a long- 
range projection, the budget planners should examine 
each of the sources and exercise prudent judgment in 
estimating income for the future. 

What effect will a change in administration have on 
continuing federal funds? What effect will California's 
economic situation have on future legislation, revenue 
limits, and categorical aid? What impact will special 
initiatives have on public education finance? Are there 
trends that might affect local income-interest rates, 
changes in grants and foundation aid, fee structures, 
miscellaneous income, and so forth? 

As tenuous as expenditure projection may be, the 
prognostication of income is even more difficult 
because trends are not as reliable. Changes in student 
population can be projected with reasonable accu- 
racy, but changes in legislative action regarding school 
finance cannot be projected with the same degree of 
accaracy. 

Chapter Summary 

Developing the school budget for each f'scal year 
should be regarded as one step toward attaining the 
goals set for the long-range educational program. In 
long-range budget planning, as in annual budget plan- 
ning, three factors are involved: the educational pro- 
gram, expenditures, and revenue. Those responsible 
for the long-range planning of the educational pro- 
gram should set goals and establish priorities. The 
costs for educational programs should be an integral 
part of the planning. 
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First 
successive 
year 
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Fig. 14. Work sheet for projecting enrollmerit 



FUND 01 



Pr el Imlnar y 5/2/81 
Adopted 8/5/81 
Revised 



BUDGET UNIT Acct, Services 



FY 1980-81 1 


FY 1981-82 


PROGRAM 
NUMBER 


CPA VT7 

CODE 


AMOUNT 


COMMENTS 


STATE 
CODE 


AMOUNT 


COMMENTS 


ACCT, GEN 


4500 


200 


Misc. Supplies 






See 80-81 for Detail 


f) 




100 


Binders 








It 


ft 


50 


File Folders 








" 


II 


900 


Copy Machine Duplicating 








II 


II 


L 2,000 


Postage 












3,250 


Total 4500 


4500 


3,738 


Add 15% for Inflation 
















61J 


4800 


400 


Replace Calculator 


4800 


900 


Replace T>'pewrlter 
















61J 


6490 


100 


Letter size File Cabinet 
- Growth 


6490 


150 


Legaj. size riie Laoinec 
- Growth 






3,750 


Total 61J 




4,788 


Total 61 J 






























FAYg^LL 


4500 


75 


Misc. Supplies 


4500 


86 


Add 15% for Inflation 
















61K 


4800 


800 


Replace Typewriter 


4800 


425 


Replace Calculator 
















61K 


6490 


300 


Ledger Card Tray-Growth 


6490 


125 


Letter Size File Cabinet 
- Growth 






1,175 


Total 61K 




636 


Total 61K 


TOTAL 




4,925 


Total Acct. Services 




5,424 


Total Acct. Services 


Approved By 


5/2/81 


5/2/81 


Budget/Prgm. Adm. Date 

Approved By 5/11/81 

Date 


Date 
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Fig. 15. Sample work sheet for nonpersonnel costs 
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School 



Present 
enrollment 
R-30 



Projected 
cnroUnr^ent 



Enrollment 
difference 



Present 
staff (PTE) 
R-30 



Regular Other 



Present 
pupil-teacher 
ratio 



Projected 
staff 
(PTE) 



Regular Other 



Projected 
pupil-teacher 
ratio 



Difference 



Regular Other 



t 



Notes: 



Total staff: 



Total staff: 



Total difference: 



Fig. 16. Work sheet for tentative allocations— certificated staff 
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1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 




Level 
program 
object 


Location/ site 


Base 
year 
salaries 


Projected 
increase/ 
decrease 
in staff 
allocation 


Projected 
increments 


Projected 
negotiated 
increases 


Total 
first 
successive 
year salaries 


Projected 
increase/ 
decrease 
in staff 
allocation 


Projected 
increments 


Projected 
negotiated 
increases 


Total 
second 
successive 
year 
salaries 


Projected 
increase/ 
decrease 
in staff 
allocation 


Projected^ 
increments 


Projected 
negotiated 
increases 


ToUl third 
successive 
year salaries 



































































































































































































































































































































































































































Fig. 17. Work sheet for projecting salaries 
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Uvet« location/ site, 
program, object 




First successive year 


ToUl first 


Second successive year 


Total 
second 


Third successive year 




ToUl 
third 
lucceiiive 

year 
benefiti 


Total base 
year 

benefits 


1 

PERS-.% 


Social 
security 
% 


UI % 

Wk. comp. 
% 


Insurance 
amount 
% - 


successive 
year 
benefits 


STRS-.% 
PERS-% 


Social 
security 
% 


UI % 

Wk. comp. 
% 


Insurance 
amount 
S 


successive 
year 
benefits 


STRS-% 
PERS-.% 


Social 
security 
% 


UI % 

Wk. comp. 
% 


Insurance 
amount 






































































. 






















































































































































































































































































































































Fig. 18. Work sheet for projecting fringe benefits 



Income 
source 



Actual 
income 
FY 19- 



Projected 
income for 
FY 19-. 



Pollar 
increase or 
decrease 



Percentage 
increase or 
decrease 



Notes 



Actual 
income 
FY 



Projected 
income for 
FY 19-, 



Dollar 
increase or 
decrease 



Percentage 
increase or 
decrease 



Notes 



I 



Fig. 19. Woric sheet for projecting income 
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Accounts 


1978-79 


Adjustments 


1979-80 


Adjustments 


1980-81 


Adjustments 


1981-82 


Adjustments 


1982-83 


, Undistributed reserve (appropriation 
for contingencies) 




















2. Appropriations carried forward 




















3. 




















4. 




















5. 




















6. 




















7. 




















8. 




















9. 




















10. 




















11. 




















12. Budgeted Ending Balance: 




















a, oiores 

b. Prepaid 




















c. Revolving cash 




















d. 




















e. 





















f. 




















Total restricted: 




















Nonrcstrictcd: 




















Total projected ending balance 





















Fig. 20. Long-range ending balance— recapitulation 
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Chapter VI 

Communicating with the Community 



"What is happening in the schools?" "How are our 
tax dollars being spent?" "Why is the district spending 
money for that program?" These questions are typical 
of those posed to governing boards and administra- 
tors by parents, taxpayers, school staffs, and other 
persons of the community. Occasionally, the ques- 
tioner is handed a py of the budget and is told, "All 
the answers are in here." 

Many people think of the budget as a device to use 
to inform the public about the activities of the district. 
However, a budget is limited to conveying to the pub- 
lic the dollar resources needed and the planned utiHza- 
tion of those resources. Mere reporting of resources 
and allocations tends to raise questions rather than 
provide answers. An approach is needed that uses 
materials specifically developed for communication. 

The first step in formulating an educational pro- 
gram that meets the needs and concerns of the com- 
munity is awareness of those needs and concerns. 
Since tKe budget as represented in its present format 
cannot by itself accomplish this task, members of the 
district staff must interpret the budget in meaningful 
terms that will convey to the public the program needs 
of the district. 

This chapter identifies some of the major ways in 
which districts might communicate with the commu- 
nity. Each district must consider its own needs; for 
communication and its internal abilities and limita- 
tions in developing methods of interpreting the bud- 
get. This chapter also reviews various approaches by 
which interpretations of the budget are conveyed to 
the community. Again, the individuality of the com- 
munity and the programs of the district will determine 
what is reported. Finally, the chapter presents a 
variety of examples of reporting formats that might 
be utiHzed. 

What Should Be Communicated? 

The lay person, as well as members of the district 
staff, must have a basic understanding of the budget- 
ing process and the ongoing activities of the district, 
including knowledge of the following: 

1. What is a budget? 

2. What is the purpose of the budget? 



?f. What is involved in developing the budget? 
What sources of revenue, categories of expense, 
participation, and time requirements are involved? 

4. What constraints affect the development of the 
budget? 

5. How is the budget administered? 

When these questions are answered, the basic foun- 
dation of knowledge is provided for understanding 
the budget. 

Budget data are most meaningful when they are 
related to the instructional and support activities of 
the district. A district may also report a budget in 
program/ object or other format that meets the needs 
of the district and community. 

Additional data that should be communicated and 
that are essential to the development of the budget 
include the following: 

1. Sources of revenue 

2. Percent of budget for salaries and related costs 

3. Salary trends /statewide average/ district com- 
parisons 

-4. Staffing ratios 

5. Staff requirements 

6. Multiyear comparison of staff size 

7. Multiyear enrollment comparisons 

8. Multiyear cost per pupil 

9. Multiyear income and expenditure comparisons 

10. Community growth or decline 

11. Facility needs 

12. Tax rates 

13. Revenue Hmit 

14. Board budget policies 

XVays of Communicating 

After the budget data have been prepared, they 
should be presented to the community. The method pf 
communication will vary from district to district. The 
budget material may be adapted to meet the needs and 
interests of the particular groups. 

The district may utilize various techniques in pro- 
viding information to the general public or selected 
groups. Parent-teacher groups and other community 
groups may be reached through news media coverage, 
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personal presentations, mailings, advisory committee 
meetings, and so lorth. 

On the following pages are examples of how infor- 
mation has been presented by some school districts 
(see figures 21 through 26). 

Chapter Summary 

Effective communication of budget information to 
people other than school personnel has been a short- 



coming of many districts. This chapter is presented to 
assist those responsible for interpreting the budget. 
Financial information should be geared to the audi- 
ence's level of understanding of school district affairs. 

Several alternative methods of providing informa- 
tion to the public are presented* in this chapter. The 
govemin?? board and staff must analyze the commu- 
nity and present information in a manner that meets 
the needs of that community. 



TABLE OF CONTENTS 



Financial Data 
XYZ School District 



Introduction 1 

Budget Calendar 3 

Suiamary of Funds 4 

Fund Detail 

General Fund 5 

Building Fund 7 

Special Reserve Fund ^ 

Cafeteria Fund ^ 11 

Adult Education Fund 13 

Deferred Maintenance Fund 15 

General Fund Five Year Income and Expenditures (Historical) ..... 16 

General Fund Reserves 18 

Revenue Limit 19 

Enrollment 

District Enrollment '20 

Enrollment by Grades . . . 21 

Enrollment by School 22 

Average Daily Attendance 24 

Number of Certificated Positions (F.T.E.) 25 

Number of Classified Positions (F.T.E.) 27 

Employee Benefits - Certificated 29 

Employee Benefits - Classified 31 

Legal Budget Filing Dates 33 



Fig. 21. Sampie table of contents for a budget and financial report 



XYZ SCHOOL DISTRICT 



1981-82 ADOPTED BUDGET 
Cpnp-ral Fmd Income 



Three-Year Income Comparison 

1979- 80 Actual - $21,205,048 

1980- 81 Actual - 5^1,840,521 

1981- 82 Adopted - $22,300^.628- 



Income In Millions 



1979-80 7980-81 7981-82 




Income by Source | 
1981-82 Adopted Budget 




State 67% 
Looal 25% 



"Federal ■ 6% 
Transfers 2% 



Fig. 22. Sample income charts 



XYZ SCHOOL DISTRICT 
1981-82 ADOPTED BUDGET 
General Fund Expenditures 



Employee Benefits 



TranefevB, Debt Services i 
Contingenoiee 9% 
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liea & Replaoemente S% 

'apital Outlay 1% 

Contracted Services <S 
Operations 6% 

Employee Benefits 
12% 





, Teacher's Reti!rement 
, $6,021,169 




Other Certificated Retirement 
$1,338,038 




- Classified Retirement 
$3,122,08? 




Classified Social Security 
$1,561,045 


m 


Health and Welfare, Teaohers 
'^^^ and Aides $5,129,145 


v// 


\ ^ „ Health and Welfare, All Other 
, ■^^'^ Employees $3,345,093 


Unemployment - All Employees 
$223,006 




Workers Compensation - All Employees 
$1,561,045 



Fig. 23. Sample expenditure charts 



XYZ SCHOOL DISTRICT 
1982/83 Calendar of Board /Conununity Activities 

Sample Board of Education Budget Date Supplement 

DATE 

9- 14-81 to Review and Revision of Budget Format, Calendar, and Instructions with 
11-10-81 Citizen/ Staff Committee 

10- 20-81 Progress Report to Board on Budget Format, Calendar, and Instructions 

11- 10-81 Enrollment /ADA Report on Preliminary Projections to Board 
11-24-81 Board Approval of Budget Format, Calendar, and Instructions 
1-12-82 Board Review of Financial Forecast 

1-12-82 Board Approval of School Level Formula Allowances 

1- 30-82 Board Review of Enrollment/ADA Projections for Staffing Purposes 

2- 9-82 Board Review of Annual Work Requests, Building and Grounds 

2- 23-82 Review of New and Expanded Programs for Inclusion in Tentative Budget 

3- 1-82 Board Review of Staffing Allocations 

4- 10-82 Preliminary Budget - Presentation to Board of Education 

4- 14-82 Review of Preliminary Budget with Cltizen/Staf f Committee 

5- 11-82 Board Approval of New and Expanded Programs 

6- 8-82 Presentation of Tentative Budget 
6-22-82 Adoption of Tentative Budget 

6- 23-82 Review of Tentative Budget with Cltizen/Staf f Committee 

7- 13-82 Board Review of Income Projections 

7- 14-82 Budget Workshops - Staff /Citizens 

8- 31^2 Public Hearing and Board Approval of Adopted Budget 

Fig. 24. Sample calendar for board and community activities 
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INSTRUCTIONAL PROGRAMS 
General Education: 
Preformal - * - - - 
Elementary .... 
Secondary . . . . ^ 
Regional Occupational Centers or Programs . 
Adult 

Total General Education 

Total Special Education 

TOTAL INSTRUCTIONAL PROGRAMS 

SUPPORT SERVICE PROGRAMS (DISTRICT TOTALS) 

Special Projects (Federal and State Categorical 
Aid Programs) 

Instructional Support: 

Instructional Admini'^T'^tion 

Instructional Media 

School Administration 

Total Instructional Support 

Pupil Services 

General Support: 

District and County Superintendents Admin. 



/ 

/ 

/ 



XYZ SCHOOL DISTRICT 

DISTRICT BUDGET BY MAJOR PROGRAMS 

General All Other Total, all 

fund funds funds 



Maintenance 

Operations 

Transportation 

Total General Support 

TOTAL SUPPORT SERVICE PROGRAMS 

AUXILIARY PROGRAMS 

Community Services 

Food Services 

Facility Acquisition and Construction . . . . 
TOTAL AUXILIARY PROGRAMS 

TOTAL INSTRUCTIONAL PROGRAMS. SUPPORT 
SERVICE PROGRAMS. AND AUXILIARY 
PROGRAMS 

OTHER OUTGO 

Tuition 

All Other Outgo 

TOTAL OTHER OUTGO 

Appropriatibn For Contingencies 

Net Ending Balances 

GRAND TOTAL. EXPENDITURES FOR INSTRUCTIONAL 
PROGRAMS. SUPPORT SERVICE PROGRAMS. 
AUXILIARY PROGRAMS. OTHER OUTGO. AND NET 
ENDING BALANCES 



Fig. 25. Sample district budget 



XYZ SCHOOL DISTRICT 
General Fund Budget 

A school district budget contains the proposed income and expenditures to facilitate the goals and objectives 
of the district. 

All expenditures are reported in accordance with object accounting categories established by the California 
School Accounting Manual, Object expenditures refer to the nature of the expenditure or "for what-i.e., 
salaries, supplies, equipment, and benefits/' 

In addition, the expenditures are referred to by program. A program Is defined as a grouping of proposed 
objects of expenditures to the series of activities they are intended to support. When objects of expenditures 
are so grouped, they form a program expenditure budget. 

Program Reporting 

The v^o nnajor district programs are as follows: 

1 . All instructional programs: This major (Level II) program includes all costs for the direct Instruction 
of pupils. 

2. Support programs: This major (Level II) program includes the cost of ail activities which support 
the instructional programs. 



f- 


Al 1 t nstruct ional ^ 




Tota^ General 


Object of Expenditure \ 


Programs \ 


I Support Programs • 


Budget 


Certificated Salaries i 


$ 186.200 1 


! $ 80,000 ! 


$ 266,200 


C lass if ied Salaries J 


15.250 ! 


; 10,000 ! 


?5,250 


Emp loyee Benef I ts J 


^43,250 ■ 


! 15,500 ! 


58,750 


Book^ & Supp lies J 


12,050 ■ 


■ 5,000 ■ 


17.050 


Equipment Replacement i 


3,250 1 


1 ^,000 1 


7.250 


Contracted Services ! 


1,000 1 


\ 2,000 ! 


3.000 


Other [ 


200 i 


1 500 ; 


700 


Cap i tal Out K* J 


^,^50 1 


I 2,000 I 


6,^450 


Other outgo J 


10,000 ; 


I 5.000 ; 


15.000 


Total Expense j 


275.650 1 


; 12*4,000 ; 


399.650 


Ending Balance/Reserves ■ 




I 20,000 1 


20.000 


Total Budget ! 


$275.650 j 


S $1^^,000 ! 


$^419, 650 











Instructional programs are further 
Into 2 major programs. 



sub-divided 





Gerr«r J i 


spec t j! 


Object of E"ptr!d i tuft 


EfJucit tin 




Cert if iCJtc<1 ^I'lces 


5 J66.200 


s 2n.ooo 


C Ills i f ltd Siiji- <ei 


t3.650 


\ .km 


EiT^jIoyct Benef i ti 








n.050 


!,noo 


Equipment Rep t JCCTicfit 


J.05O 


200 


Contrjcttd Service* 


1 .COD 




nther 






Cjpltit Out^Jy 


joa 




Of'er Cutqrf 


?,oop 


8. org 


Titjt E»pcn»r 







AND/OR 



GtiefjJ trtMCJtiOn 

It -6 7^8 g.-J2 




5^ 7 * ^ 9 SoTs^o jB^ TCg 



RISTKICT TOTAL ' 



s M.gSD s tii.soc S 127.30P s .^.nnp 



Support prograns are further sub-dl« 

Instruct i"nJ! 
Obiect of Expenditure Si/ppr^rt 
Crrttfictted Siliries 
C )jsi iried Sjljries 
Efiplovee Benefits 

Equipment Replacement 
Cf^ntrjctcd Serwice* 
Other 

Capi tJ> Oiif »av 
nrh<>r Dvitqo 

T !t>l5 ExpcnSP 
EntJ pj1/Re«ert,ci 

T-itji! Bu^f^ft 



ded Into 5 mJjOr progrji 



Spec i j1 
Projec ts 
$20,000 
l.OOO 
J4.0C0 
2.Q0O 
».C00 
500 
250 

_2J100 



Pupi t 



Ser 



i Ct 



S20,000 
2.300 

tj.oao 

SCO 

I ^000 

SCO 



Cenerj I Auk i t > try 
Support FrQqrtwS 



li.OCO 
1.500 



s - 

I. coo 

500 



S2«,U0U 
S^B.COQ S26.750 



S 6, 7^0 
20^000 



OR 

T^est priqrarJ wjy Lr» further detJr'ed to lewei 
nr tf-*y m.ly te S^^^iwn In SajrrtJry form JS fo! tnws 

1 ns t rut t I TnjI Support 
SptcitI Projerts 
Fl'P i * $erv me 
Cer!*rtf SiJppf^frt 
Auxlliilfv PrdgfJrrJ 

TnttI ludqtt 



Fig. 25. Sample district budget (continued) 



XYZ School District 

\fte transport 3,500 students daily to and from school utilizing 10 full-time 
bus drivers. Our buses travel over 600 miles per day carrying students who 
live more than 3/4 mile from school or who would have to walk alongside 
hazardous thoroughfares where there are no sidewalks. 

Additionally, we contract with a private firm to provide transportation 
for physically handicapped students. Most x'epair and service is done 
by a mechanic, although some unique repair work must be done commercially. 
The budget for operating the transportation program is $162,000; this 
amount is allocated as follows: 

TRANSPORTATION PROGRAM BUDGET 



Classified Salaries $79,000 

Supplies 13,000 

Equipment Replacement 16,000 

Services 42,000 

Employee Benefits 12,000 



$ 162,000 

This year we will begin ^ three-year lease, ^ith option to purchase, of 
a new 79-passenger diesel engine bus to replace an IS-year-old bus with 
over 175,000 miles on it. We will spend $13,000 for fuel, oil, tires, 
batteries;, and other supplies. 



Fig. 26, Sample program budget 



XVZ School District 
CAREER BUSINESS EDUCATION PROGRAM 



"Distribution** (or sales) is the grease for the wheels of the American 

economy. Did you know that "yo^r school district" offers its students a 

chance to learn the basics of distribution, retailing, and salesmanship? 

Our Cooperative-Distribution Education Program offers on-the-job training 

combined with classroom reinforcement tl>at will allow your child a chance 

to learn how to make a living in the world of sales. Students learn how 

to estimate the need, order the right sizes and quantities, approach the 

customer, close the sale, and deliver the goods to a satisfied customer. 

Remember, 80 percent of the jobs in this economy are in these areas. 

CAREER BUSINESS EDUCATION 
PROGRAM BUDGET 

Certificated Salaries $60,000 

Classified Salaries 10,000 

Employee Benefits 6,000 

Books 6e Supplies 10,000 

Equipment Replacement 1,000 

Contracted Services 1,000 

Other 100 

Capital Outlay 3,000 

Total Budget $ 91,100 

There are opportunities for 130 students in this program. They will be 
taught in the classroom by a teacher who is qualified in these areas and 
supervised on the job by a coordinator who has earned his/her own living 
in the world of business. 



Fig. 26. Sample program budget (continued) 
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A school district's budget provides the essential 
ingredients for the operation of the school system. 
Serious failings will occur in plans or programs inade- 
quate finances are not provided. Efficient school man- 
agement requires that the budget be prepared in 
accordance with a well-defined plan that includes the 
following: 

• Formulation of budget policies 

• Formulation of fiscal policies 

• Identification of and provisions for meeting needs 

• Efficient utilization of all pertinent data 

• A balance between revenue and expenditures, 
including reserves 

• Presentation, publication, and final adoption of 
the budget 

The budget should be evaluated in relation to ful- 
fillment of district philosophy, development processes, 
ability to relate resources to programs, and district 
administration. 

Budget Philosophy 

The assessment of the budget should be made in 
relation to the philosophy of the district as established 
by the governing board. The philosophy indicated in 
the district policies should present a sound, practical, 
and objective plan for the preparation and control of 
the budget. 

The philosophical viewpoint of the district should 
be reflected in policies that are specific, such as class 
size, salaries, and formulas for allocating resources for 
instructional and support programs. Other considera- 
tions to be evaluated are the purposes of the budget 
and the steps taken to achieve these purposes. Con- 
stant changes in programs necessitate that policies be 
constantly reexamined and evaluated. 

Budget Development 

Accurate development of the budget should be con- 
sidered in the evaluation process. Evaluation may be 
based on the steps taken in the budgeting process, 
such as planning, preparation, presentation, adop- 
tion, execution, and appraisal. 

The factors to be considered in developing a budget 
are the educational program to be maintained, staff. 



Chapter VII 

Evaluating the District Budget 



supplies, equipment, facilities, and resources avail- 
able. The development of a budget depends on the 
involvement of all employees of the district. Staff 
members should be aware that the budget is not 
strictly a business office document. It is, rather, a 
complete financial picture of the district programs, 
and it should be used by all departments as a manage- 
ment tool. 

During the evaluation consideration should be 
given to legal requirements, budget cycle and calendar, 
persons responsible for budget development, and the 
budget adoption process. The development process 
includes estimating revenues, estimating possible defi- 
cits, and computing expenditures for all budgeted 
funds. 

Budget Program 

A third area of evaluation is related to program 
budgeting. Factors such as goals, objectives, and pro- 
gram structure of the district may be considered. 
Decisions regarding the allocation of resources, staff, 
equipment and supplies, or time rely on the success of 
programs in relation to the long-range goals and 
objectives. The total requirements of the district are 
reflected in the programs; and, if evaluated accurately, 
the budget will be meaningful to staff members, 
members of governing boards, legislators, and members 
of the community. 

Budget Administration 

Administration of the budget is usually the respon- 
sibility of the assistant superintendent for business or 
the business manager. The responsibilities include, 
but are not limited to, budget information and con- 
trols through monthly financial reports to the govern- 
ing board and staff and utilization of the correct 
forms for budget control. In addition, accurate income 
projections and cost analyses are the factors which 
make budgeting a process that is continuous. The 
procedure should be definitive, and it should be 
clearly understood by those who are responsible for 
the administration of the district budget. An under- 
standing of the fundamental budget elements will 
increase efficiency and expediency of budget admini- 
stration. 
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Phases ol budget evaluation include the establish- 
ment of goals and objectives before the budget year 
begins, constant evaluation of balances within funds 
during the year, and, finally, achieving program 
objectives. 

During the year evaluation should be made at 
predetermined intervals. Fiscal evaluation should in- 
clude detailed examination of income by source with 
notations of possible deficits, appropriations, encu:n- 
brances, and expenditures in individual accounts, pro- 
grams, and funds, as well as for the total budget. 



Evaluation will indicate the success of allocating 
resources and expenditures to progranis. Such evalua- 
tion will help in reducing or eliminating fiscal weak- 
nesses or problems. Evaluation of the areas of the 
budget (philosophy, development, administration, and 
programs), together with the educational and instruc- 
tional evaluations of the staff, should lead to reason- 
able and concisely planned decision making for the 
future. The evaluative process of the budget involves 
the entire staff in all programs on a continuing basis. 



Appendix 

Suggested Budget Checklist 

The administration of the school district budget should be subjected to constant evaluation. This evalua- 
tion may be made in a variety of ways, one of which is by using the following checklist. Consideration is 
given to each phase of the budget procedure. 

Yes No 

Legal Requirements 

Does the district file a tentative budget on the prescribed budget form with the county 
superintendent of schools on or before the first day of July? — 

When the district's tentative budget is returned by the county superintendent of schools, does 

the district make all changes in the budget that are desirable or necessary? — 

Does the district hold a public hearing prior to the end of the first week in September 

regarding its budget as published by the county superintendent of schools? — 

When the budget has been finally adopted, does the district file the budget with the county 
superintendent of schools on or before the seventh day of Sept-ember? 

Annua! Budget (All Funds) 

Does the district have a calendar covering all necessary budgeting activities throughout the 

year? ^ 

Is policy status given to such budgetary activities as the following: 

Scope of program? 

Class size? - — — 

All salary schedules? 

Supplies and equipment? 

Needs for facilities? — — - 

Other needs, such as insurance, tuition, and reserves? 

Does an administrator of the district equalize budgetary requests from various departments 

and levels on an equitable basis? — — 

Does this equalizing process rest to a large extent on a body of policy statements sufficiently 

broad to form a sound basis? — — 

Does the district have an adequate system of forms for use in assembling, on a uniform basis, 

written expressions oi need from all departments and divisions? — — 

Has the district adopted policy statements covering such budgetary matters as supplies and 

equipment on a per pupil basis? — 

In budgetary areas in which policies are not involved (for example, exceptional requests), 
does a district administrator consult fully with staff members before making budget recom- 
mendations to the board? — — 
Is the staff given opportunity to become familiar with the district's total budget? — — ^ 
Does the district, in estimating income for the budget, make careful analysis of such items 
affecting income as the following: 
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Revenue limits? 

Deficits in income? 

Growth or decline in enrollment? 

Special-purpose allowances and special allowances? 

Assistance available from the office of the county superintendent of schools? 
Public Law 864? 
/ Public Law 874 and Public Law 815? 
^ VEA? 
ECIA? 

Other federal subventions? 
Does the district's budgetary procedure provide for adequate reserves? 
Does the district provide for the dissemination to the general public of budgetary information 
other than that required by law? 
Does the district hold public budget hearings? 

Does the district regard the budget as information to be open to the public at all times? 
Does the district make the public aware that the school budget is a public document? 
In presenting the budget recommendations to the board, does the administrator explain fully 
the reasons for any deviations from former budgets? 

Use of General Fund Budget in Administering Schools 

Does the districts budget program cover adequately the following phases: 
Preparation? 

c 

Presentation? 
Adoption? 
Administration? 
F-valuation? 

Does the district's budget program make provision for contjnuous review of the following: 
Income? 
Expenditures? 

Is a cash-flow chart maintained showing the amounts of income and the dates when the 
income will be received from each source? 

Does the district have a purchasing calendar so arranged as to take optimum advantage of 
such factors as the following: 

lime of year item is needed? 

Availability of money to take advantage of cash discounts? 

Market conditions? 
Does the district exercise budgetary control through periodic reports? 
Does the district meet all legal and district requirements for making budgetary data available 
to the public? 

Does an administrator make available to the governing board on a scheduled basis all the 
information necessary to determine the status of the budget? 

Is the information in the hands of each board member far enough in advance of the forthcom- 
ing board meeting so that it can be evaluated prior to the meeting? 
Are gU employees, classified and certificated, kept currently informed regarding the extc r to 
which budgetary provisions have been carried out? 



Community Participation 



Does the district have a planned approach to the need for creating and maintaining in the 
community a "we** attitude toward the schools? 

Are the pupils recognized by the board and administrator as the prime avenue through which 
community sympathy and support can be secured for the public schools? 

Docs the district have a budget committee? 

Does the district make an organized effort to utilize the individual members of the staff 
(administrative, instructional, and others) as ambassadors for the creation of community 
understanding of school issues? 

Docs the district give its employees material that can be used to inform the community 
regarding such budgetary matters as the following: 

An explanation of all sources of revenue (local, state, and federal)? 

An analysis of proposed budgeted expenditures? 

A comparison of proposed expenditures with expenditures for previous years? 
A comparison of proposed expenditures with those of comparable districts? 
An explanation of special programs? 
An analysis of costs? 

Docs the district make individual assignments to staff members in creating proper community 
support along such lines as the following: 

Providing information to regular groups? 

Consulting with special groups? 

Participating in budget hearings? 

Assisting in the preparation of information? 

Docs the governing board of the district, collectively as a board and as individuals, accept as 
one of its major areas of responsibility the interpretation of the program and activities of the 
schools to their community? 

Docs the district take full advantage of such news media as the following in securing and 
maintaining harmony between the community and its schools: 

Newspapers? 

Radio? 

Television? 

School bulletins? 

Docs the district utilize existing comynunity groups, such as those that follow,'as agencies 
through which the schools can be interpreted to the general public: 

The PTA? 

Service clubs? 

Fraternal organizations? 

Chamber of commerce? ^' 
Taxpayers' association? 
Labor organizations? 

American Association of University Women? 
League of Women Voters? 
Does the district endeavor to meet its responsibility to understand the community it serves? 



Lon^Rance Budcet Considerations 

Does the district establish and prioritize goals that are to be achieved through long-range 
budget planning? 



Does the district make continual reevaluation of projections and plans in the light of new 
information and changing philosophies? 

In projecting school populations, doas the district give consideration to such factors as the 
following: 

I he number of children of preschool age? 
Birthrate trends? 

Flow of population into and out of the school district? 

Industrial and commercial development that may affect the growth rate? 

Housing developments that may affect tTie growth rate? 

Building plans of nonpublic schools? 

Changes in attendance patterns of students? . 
p4)tential annexations or changes in district boundaries? 
Unemployment rate within local labor force? 
IMans ot such local agencies as the following: 

Mectric ciimpanies"^ 

(ias companies"^ 

leiephone companies? 

Sewer department of city*.' 

Street department of city? 

Planning commission? 

Does the district recogni/e the effect that changes in school population and economic trends 
will have on such items as the following: 
Staffing positions? 

Salary and retirement costs, including collective bargaining agreements? 

Support services and costs? 
It the district has a building program, are adequate budget provisions made for such purposes 
as those that follow: 

Planning the program? 

Employing consultants? 

Meeting expenses of bond elections? 

Purchasing sites or options on sites with current funds? 

Purchasing equipment not provided for in bond funds? 

Purchasing the supplies required by new schools? 

Purchasing the library materials needed? 

Sale or lease of surplus sites, buildings, or other property? 
Does the district^ long-range budget planning contain provision lor such changes or 
improvements in the educational program as the following: 

Improvement of the curriculum? 

Extension of supervisory services? 

Extension of the program for exceptional children? 

E.xtension yf pupil personnel services? 

Addition of new programs of instruction? 
Does the district maintain a well-developed curriculum guide for anc in planning the budget'.^ 
Does the district recogni/e the necessity of gradual termination of budget provisions for 
programs as these provisions become less needed i)r less appropriate? 



Yes No 



Does the district, in its long-range budgetary planning, identity needs for such in-service 
programs as the tollowing; 

I raining of potential administrative personnel? 

improvements in instructional personnel? 

in-service training of classified personnel? 
Does the district, in its long-range budgetary planning, provide for scheduling necessary 
maintenance costs ot existing facilities in such a way as to develop an effective program over 
the years for the following: 

Painting and renovating of buildings? 

Repairing a^ replacing equipment and furniture? 

Renovating playgrounds and grounds facilities? 
in assessing the possibility of increased future financial support, does the district find that its 
loiiiMange budgetary planning includes the following: 

I ocal taxes.' 

State apportionments and sources' 
I cdciiil oub\ciiti«^ns ' 
MiscclianciUis re venues' - 
Ha - the revenue li?nit h>i tuture '.ears been projected mi the basis of estmiated enrollments? 
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Selected References 

I. The following publications, listed with dates of publication and selling prices, may be 
obtained from: 

California State Department of Education 
Bureau of Publications Sales 
l\0. Box 271 
Sacramento, CA 95802 

Administration, Statistics, School Finance 

Accounting Procedures for Student Organi/ations (1979) SI -50 

Administration of Public School Transportation (1972) 1.25 

Administration of the School District Risk Management Program (1977) 2.50 

Attendance and Enrollment Accounting in California Public Schools (1977) 2.80 

California Public Schools Selected Statistics. 1978-79 (I98i> 1.50 

California School Accounting Manual, 1980 Edition (1981) ' 2.50 
( aiifornia School Business Procedures and Management In-Service 

I raining (1980) 1-50 

Calif t)rnia Schools Bevond Serrano (1979) -85 

( BEDS Data Users* Guide (1981) NC 

I Kscal and- ('onipliance Management Manual (In hinder) ( 1980), 

uith ml Updates 9.00 

I iahilitv Insurance ui California Public Schools (1978) 2.00 
Ratios ot Public School Nonteaching Employees to Classroom Teachers (1980) .85 

Salaries of Certificated Staff in California Public Schools, 1980-81 (1982) NC 

Site Management (1977) 1 50 
Aduh luiiu alien 

Pjannint! Process for Adult Edi'cation (1979) „ ^2.00 
( arecr Kdiu atii^n 

implementing C areer Iducation: An Administrator's Handbook (1976) .85 
( hild Ih'vclopnwnt 

( hiUi Development (iuidclines (1979) 2.50 

State IVcsdiooI (iuidelmes fl9K0) 1-50 

! lemcntarw l arh Childhnod Education 

Putting It logethcr with Parents (1979) (Also available in Spanish) .85 
Im ihtit"^ Planninii for Si funds 

c ahtnrnia Schotil I ner^zy Concepts (I97X) -85 
Remittance or purchase order must accompany order. I^uchase orders without 

checks are accepted only horn government agencies in California. Sales tax should be 

atlded to all tnders from California purchasers. 

!I llie hiUovung fecieral publications (rules and regulations) may be obtained from; 

Superintendent of Documents 
I S (Government I^rinting Office 
V/ashington, IX 2run2 

!irm \(^. Idle 
inua.524 Coniiict ot Interest: Purpose of 

lOOa 525 ( cuitlict of Interest: I^articipation in a I^oiect 

inOa 5M) (leneral ( ost Principles 

10()a.531 I imit on lotal Cost of a Project 

lona.5-^2 Cse ot iMinds for Religion Prohibited 

HH)a.533 Acquisition ol Real Property: (/onstruction 

incni 5M) (jcneral Indirect Cost Rates; Pxeeptions 

lOOa.^fil Appnnal of huliiect Cost Rates 
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l(M)a.562 Indirect Cost Rates for Educational Training Projects 

l(K)a.563 Restricted Indirect Cost Rate - Programs Covered 

lOOa.564 Restricted Indirect Cost Rate Formula 

lOOa.565 Administrative Charge 

lOOa.566 Fixed Charges 

lOOa.567 Other Expenditures 

l()0a.568 Using the Restricted Indirect Cost Rate 

III. I he following is a list of books which should be included in a school district library: 

Accounting Procedures for Student Organizations. Sacramento: California State 
Department of Education, 1979.* 

California School Accounting Manual, 1980 edition. Sacramento: California State 
Department of Education, 1981.* 

Education Code. Sacramento: California State Department of General Services, 1979. t 

McGregor, Douglas. Hie Professional Manager, New York: McGraw-Hill Book Com- 
pany, 1967. 

McManama, John. Systems Analysis for Effective School Administration, West Nyack, 
N.Y.: Parker Publishing Company, 1971. 

Nclsi>H, D. I Jtml, and WHliam M. Ptndy. Svhvoi Business Admimsiration, Lexington, 
Mass.: Heath Lexington Books, 1971. 

Principles of Public School Accounting. State Educational Records and Report Series: 
Handbook H-B. Washington, D.C.: U.S. Department of Health, Education, and Wel- 
fare, 1967. 

In addition, the following textbooks should be included. No specific reference is listed as 
the most current edition can be obtained from the bookstore: 

A text on Ciovernmental accountmg 
Cost accounting principles 
Zero base budgeting 

*Scc list on page ior ordering intormatu>n. 

Mhf E thicatiun code is available Irom the Publication . Sivtion. iX-partment ot (fcncral Services, P () Box !0I5, 
North Hi^iantis. ( A ^^56M). 



other Publications Available from the Department of Education 

Administration of the School District Budget \s one of approximately 500 publications that are 
axailable from the California State Department of Education. Some of the more recent publications 
or those most widely used are the following: 

'\ccounting Procedures lor Student Organizations (1979) $^-50 

Administration oi the School District Budget (1983) 

Bilingual I'rogram. Policy, and Assessment Issues (1980) 3.25 
California Private Schooi Directory ™ 
California Public School Directory x^n 
( ahlornia Public Schools Selected Statistics 

( ahfornia School Accounting Manual (1981) 2.50 
( alitornias Demonstration Programs in Reading and Mathematics (1980) 7cn*+ 
Discussion (iuide lor the C alifornia School Improvement Program (1978) i 50 

District Master Plan for School Improvement (1979) ^-50 
Iducation oi (iifted and Talented Pupils (1979) 2.50 
I stahhshmg School Site Councils: The California School Improvement J'rogram (1977) 1.50 
J orcij;.n language J ramework lor California Public Schools (1980) 2.50 
(tuidc to School and Community \ction (1981) 

(luulehncs and Procedures for Meeting the Specialized Health Care Needs nf Students (1980) 2.50 
(iiiiddmcs lor School-Based Alcohol and Drug Abuse Programs (1981) 100^ 
Handboi>k lor FMannmg an Fffcctive Mathematics Program (1982) 2.00^ 
Hfinttbtmk lor Pbnmng an ftlcctive Reading Program 09?^) ^ 50^ 

Handbonk lor Planning an F itective Writing Program (1982) 2.00 
HisU>rv Social Science F ramework lor California Public Schools (1981) * - -5 

Improving the Fiuman E nvironment ot Schools (1979) ^-50 
Instructional Materials Approved for legal Compliance (1981) ^ 
Interim (iuidelines U^x E valuation of instructional Materials with Respect to Social Content (1981) .50 
Manual ol First Aid Practices for School Bus Drivers (1980) Jl 25 

Mathematics f ramework lor California I»ublic Schools, with 1980 Addendum (1982) -00 
Monograph on Statt Development (1980) ^ 
\in\ f ra m Special I ducation: C alifornia's Master F^lan in Action (1980) ^ 0( 

Pedrstnan ftiiles ut ttic Rnarf m Cahlnrnm Pnmary f dition (1980) ^ \^ --^Jj 

Ph\sica! Pert4>imancc lest Un ( alitornia. Revised Fdition (1982) ? 50 

Planning tor Multicultural E ducation as a F>art of School Improvement (1979) .^5 
F'lanning Handbook (1978) 

F'roltciencv Assessment in California; A Status Report (1980) 

Prnlicicncv Skill Development Kit (1980) 

Putting It Together with Parents ( S^79) 

Reading I ramt'worK l^r Cahfornia I'ublic Schools (I9K()) 

Rt'l.itionship Between \mritit>n and Student Achievement. Ilehavior. and Health (I9H0) 4. H) 

Suencc f ducation tor the 19H0s (1982) 

Science I ramework !i»r Cahtorma I»ubl:c Schools (19^8) ^^^^ 

School Impriucment: Making California Fdiication Better (brochure) (1982) 

Student Achievement m t alih)rnia Schot^ls 

Students* Rights ami Responsibilities Handbook (1980) 

leaching About Sc-\uaIK Transmitted Diseases (1980) 

loward More Human Schools (I9H!) 

Visnal and Perfonnmg Arts F ramework Un California Public Sclu^ois (I982i -^--^ 
Orders should he directed to: 

( alitornia State Department of Inlncation 
P() Box 271 
Sacramento, i \ 95H02 

Remittance or purchase order must accompany order. I^urchase orders without checks are accepted 
iinlv UiMn government agencies m Cahtornia. Sales tax should be added to ail orders from California 
purchasers. 

\ complete list oi publications available horn the Department mav be obtained by writing to the 
iiddress listed above. 

■ .r.,i;iahli^ \\\ '-ipaiii'^!: at thi^ piicc indu atf'd 
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